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UTS Overview
About UTS

The Unit Travel System, (UTS) isaWindows ® based application developed by Professional
Software Consortium to serveasaTDY and PCS voucher prepar ation system for the U.S.
Coast Guard. In addition, UTS can be used to create Travel Authorizations, Travel Orders, and
prepare Requests for Advances of travel expenses.

Travel Authorizations, Advance Requests and Settlement Requests are created either by the
individual Traveler or adesignated Proxy. Once an authorization or request is created, the
transaction istransferred to an Authorizing Official for approval.

Approved Settlement Requests are initially submitted to the travel claims processing office and
then imported into the Integrated Automated Travel System (IATS) for computation.

Logging into UTS

In order to use the UTS program, all users must login to the program using avalid Employee | D
and Password. For initial logins, however, there are two situations that could apply:
e The user account was created systemically by importing the personnél file

e The user account was created by the System Administrator

(2 Login Procedures if Account was Imported:
1. AttheUTSlogin screen enter your social security number. If UTS recognizes the SSN, the

UTS Login pop-up appears stating that the user must create a UT S Password and fill in
other personal infor mation.

2. Click on OK to continue and the Passwor d I nfor mation screen appears.

Hew Logon Passwoard - Hew Secondary Password
Enl:rl E by I
Re-erier | Re-anie |
Other Information 1
Mother's Maiden Name | Date al Eulhl

Towmn o Ernl-.|

3. Atthisscreen enter the following information. Refer to the links under the heading “ See
Also” below if additional instructions are needed:



e New Logon Password

e New Secondary Password
e Mother’'s Maiden Name

e Dateof Birth

e Town of Birth

Tip: Passwords must be (8) characters. In addition, (2) of the characters must be numeric

4. After entering thisinformation, click the Save button. The UTS Request Status screen
appears.

(2 Login Procedures if Account Created by System Administrator:

1. AttheUTSLogin screen, enter the Employee I D that was created by the System
Administrator. If UTS recognizes the Employee ID, the UTS Passwor d screen appears.

UTS Password |

Pazsword: |
Login Cancel |

Forgot my Pazsword! |

2. Atthisscreen, enter the Password that was created by the System Administrator. The UTS
Request Statusor UTS Requests Requiring Action screen will appear if the Employee ID
and Password was entered correctly.

3. If you don’t remember your password, click the Forgot my Password button. The Password
Infor mation screen appears requiring you to enter authentication information. Refer to the
links For got my Password and Authentication I nfor mation listed below, under the heading
“See Also, for additional instructions, if needed.

4. Since passwords should only be known by the user, after logging in, the user should change
hig/her passwords.

See Also

New Logon Password

New Secondary Password

Authentication Information

Forgot my Password

Changing Passwords



Forgot my Password

When logging into UTS, the user must first enter avalid Employee ID. If UTS recognizes the
Employee ID, the UTS Password screen appears.

UTS Password |

Paszword: |
Login Cancel |

Forgot my Pazswaord! |

At this screen the user isrequired to enter avalid password, which has been previously
established. If unable to remember the password, however, the user must click the Forgot my
Password button.

After clicking the Forgot my Password button, the Password I nfor mation screen appears.

m. Pazaword

Ditheer Indormalon

'-n'--'*"l-"n'r'u'.'rrIFl ke Liste .'L;'Ilnll..'.. 1358
an ot Bl | VErEVS Autherbcate I

— Mew Logon Paczwoid
Eriter |

Hew Secondaty Password

Enkei |

FRe-enier | Reanhe |

At this screen, the user must enter the following information:

e Mother's Maiden Name
e Date of Birth

e Town of Birth

After entering the required information, the user must now click the Authenticate button. If the
information entered matches the authentication information in the UTS database, the New L ogon
and Secondary Passwor d sections are displayed.

The user must now enter anew Logon and Secondary password.

When finished entering the new passwords, the user must click the Save button. The UTS
Request Statusor UTS Requests Requiring Action screen appears.



See Also
Logging into UTS
New Logon Password

New Secondary Password

Entering Dates
Dates can be entered into the UTS program using the following formats:

e MMDD Format: For example; to enter the date February 1%, type 0201 and press Enter. UTS
will automatically default to the current year. The date will be displayed as 02/01/2002, if the
current year is 2002.

e MMDDYY Format: For example; to enter the date February 1%, 2002, type 020102 and press
Enter. The date will be displayed as 02/01/2002.

e Pop-up Calendar: Users can also enter dates by using the built-in calendar that appears when
double clicking on a date field.

|May =lf1999 =]

Sun |Mon| Tue |(Wed| Thu| Fri | Sat

25 |26 |27 |98 |29 |30 |1
2 3 4 3 G i i
| 10 11 112 |13 |14 |15
16 17 |18 |19 |20 |21 |32
23 |24 |35 |26 |37 |35 |Z9

e I 2 3 4 5

The calendar defaults to the current month and year. Ensure that these are correct. If not, click
onthearrow in either of these fieldsto display alisting of months or year s, then point and click
on the desired choice. After ensuring that the month and year is correct, point and click on the
correct date to make a selection.

Entering Amounts

Amounts can be entered into the UTS program using the following formats:
e With Decimal Point: If entering a number that involves cents, such as, $200.50, type 200.50
and press Enter. The amount will be displayed as 200.50.

e Without Decimal Point: If entering a whole number, such as, $200.00, type 200 and press
Enter. UTS automatically enters the decimal and displays the amount as 200.00



Entering Accounting

When creating atravel authorization, order, advance, or settlement, an accounting
appropriation should be added. Thisis necessary to determine whether funds are available and to
charge the expenditures to the appropriate organization.

Y Use the following procedures to add an accounting appropriation:

Regardless of which travel action is being processed, there will always be a M odify Acctng
button on the input screen.

b4 odify
Acctng

1. Click on this button to bring up the Request Accounting screen.

ORI I00M000]

Parabla ek Socing Linm
[pkerat (a3t

2. At this screen, perform one of the following actions:
e Enter Appropriations
e Select aRAN Code

e Enter Accounting Remarks

(2 Complete the following steps to Add an Appropriation:

w7l find | all hund [ ale celseed | oby
@_jom [152 0 |0 |FP 47400 |00l

R

1. Clickinther/d field and enter the appropriate information.

2. PressEnter or Tab to advance to the next accounting field and enter the appropriate
information.

3. When finished populating all of the required fields, click on the Validate Accounting button.

4. After clicking on the Validate Accounting button, a prompt may appear stating that you must
select aRAN number. If so, click the OK button.



A drop down listing of RAN codes now appears on the right side of the Request Accounting
screen. Click onthe Up/Down arrows to navigate the listing and click on the desired RAN
code to make a selection.

After selecting a RAN code, click on the Validate Accounting button to complete the process
and return to the previous input screen.

(2 Complete the following steps to Add Accounting Remarks:

On occasion, it may be beneficial add aremark when entering the accounting data to a travel
request. It might be necessary to explain why an appropriation was created or modified.
Accounting Remar ks can be added by using the following procedures:

1

At the Request Accounting screen, there is a Remarks box displayed just below the Current
Request Accounting Linestable. Click inside of the box.

Type the desired remarKks.

Click the Validate Accounting button to complete the process and return to the previous
input screen.

Entering Remarks

When creating atravel authorization, order, advance, or settlement, it may be necessary or
beneficial to add some remarks to the travel action.

Qﬂl Use the following procedures to add Remarks:

Regardless of which travel action is being processed, there will always be a Remar ks button on
the input screen.

Remarkz |

1

Click this button to access the Settlement or Advance Request Remar ks screen.

Fin Belp

MaNN. HARRY
Remarks

Thi i wodiie pois Can ariver i dwsined ramark.s for this havel acton being processed  Remaks ae I"l'.lmﬂb.'bﬁﬂzj
o et or suthosze specisl snidements that s not wpically cowered by per dism |

2.
3.

At this screen you will find a Remarkstext box. Type the desired remarksin this box.

When finished entering remarks, click the Retur n button to return to the previous input
screen.



Rates Look-Up

While using UTS, it may be necessary to lookup the locality per diem rate for aparticular
location. This can be accomplished a variety of ways.

Qﬂl Complete the following steps to Lookup Locality Per Diem Rates:

There are thr ee methods that can be used to lookup locality per diem rates. The method used
however, depends on which input screen is currently displayed.

1. AttheUTSRequest Statusor UTS Requests Requiring Action screen, use one of the
following methods to access the locality per diem rates:

e Method 1: - Click on the dollar sign ($) button.
e Method 2; - Click on the Tools menu, then click on the CONUS/OCONUS City Rates option.

= UTS Request Status

Eile  Profile Login az

Conuz/Oconus Citp B ates
Higtary

MAMNTLE

MICKEY F

2. Method 3: - At the input screens for authorizations, orders, advances, and settlements, click
on the View Other Info menu and then click on the Rates option.

i, Bequest for Settlement

File

Travelers Profile
Travel Order

Lizt of Required Receipts

3. After using one of the methods described in items 1 - 3 above, the L ocation L ookup screen
appesrs.



w. Lity & County

4. Atthe State/Country field, type thefirst letter of the state or country then click the Up/Down
arrows until the desired name is displayed. Click on the name to select.

5. Atthe City field, type the first two letters of the city name. This displaysalisting of city
names, for the previously selected state or country, beginning with those letters. Click the
Up/Down arrows until the desired name is displayed, then click on the desired city name to

select.

6. After selecting a State/Country and City, the UTS City Rate L ookup screen appears

displaying the locality rates for the selected city.

Effective Date | Max Lodgng Max MIE
01/01/1399 $70.00 $42.00
01/01/1958 $79.00 $38.00
01/01/1957 $71.00 $38.00
04/01/1996 $66.00 $30.00
01/01/1994 $71.00 $34.00

7. When finished looking at the locality rates, click the Return button.




Terminating UTS

When finished using UTS, return to the UTS Request Status or UTS Requests Requiring
Action screen and use one of the following methods to terminate the program:

H&nﬂr Setviem Joos Help

TRAVELER

111 3-00d 0000 11,1641 3583 [ 111191 538 [T0r7

11-110-001 -000000 10404 5558 | TODET S8 ILocal 1164 JALLEW. JAHESE
105001 00000 21353 [0aN 7 359 [TOM

Method 1: - Click the X in the top right corner and then click on Yes.
Method 2: - Click the File menu and then click the Exit option.
Method 3: - Click on the Stop button in the lower right corner.

Travel History

A history record, which may be used by travelers for conducting research, is created for every
travel transaction generated by the UTS program.

(2 Accessing the Travel History Record:
1. LogintoUTSasaTraveler or change the view to Traveler if necessary.

2. Atthe UTSRequest Status screen, click on the Tools menu and then select the History
option or click on the binocularsicon. The Select Travel Order screen appears.



& Solect Teavel Dudes

Trawel Deders

[ TOND 7 Sisd Dale | EndDal
1-801- 00500000 10100095 11 08095 | TL
0 2LEHOE-O00 R A e T (LCELD S [ e

Sadect e Trawel Oeder for vwhose: history will e diapdsyad by aphiighting the Treveel Order sncd depresaing the
iz plaryFrind bumon,

3. Atthisscreen, point and click on the desired travel order number to make a selection. |If
desired, all of the listed travel orders can be selected by clicking on the Select All button.

Tip: By first pressing and holding down the Ctrl key, the user may select more than one travel
order.

4. After selecting the desired travel order, click the Display/Print History button. The History
screen will appear.

5. AttheHistory screen, the following options are possible:

e Previous Order - If more than one travel order has been selected, click on this button to return
to the previously displayed order.

e Next Order - If more than one travel order has been selected, click on this button to advance to
the next available order.

e MoreOrder Data - Click on this button to display the TDY or MILPCS Travel Order screen.
e Print - Click on this button to generate a print-out of the history record.

¢ View Request - Click on this button to display the Local Travel - 1164 screen or the Request
for Advance or Settlement screen.
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e Return - Clicking on this button retur ns the user to the Select Travel Order screen. The user
may then select another travel order and display or print the history, or go back to the UTS
Request Status screen.

UTS Help

A Help System has been included with the UTS program that provides explanations for the
numerous program features. In addition, users will find detailed instructions that will guide them
through the various functions involved in processing travel claims.

Note: The UTS Help System can be accessed from any screen by clicking on the Help menu.

=4, UTS Request Status

File  Profile Set‘iew Toolz sl

2|$ /1= ==

BEM.

Thiz Screen

About UTS

TOMO Tupe

After clicking on Help, a drop down menu appears listing the following Help options:

e Contents- Select this option to see adisplay of the available topic categories.
¢ Index - Select this option to see an alphabetical listing of UTS Help topics.

e This Screen - Select this option to see a Help topic for the particular UTS screen that is
currently displayed.

e About UTS - Select this option to see a Help topic describing the UT S program.

Tips for using the UTS online system

When a help window is open, the following options are available:
o Users can maximize or resize help windows as needed.

o Click onthe Help Topics button to return to screen displaying the Contents, I ndex, and Find
tabs.

e Click on the Print button to receive a print-out of the topic.

¢ Click on the >> button to advance to the next topic in the browse sequence, or the << button to
return to the previous topic.

o Click on any word or phrase that is underlined and highlighted in green to automatically jump
to atopic that describes the underlined item.

e Click on alink displayed under the heading See Also to jump from one topic to another related
topic.

o After clicking on alink under the heading, See Also, click the Back button to return to the
previous topic.

11



See Also
Contents
Index

Find

This Screen

Help Contents

Topicsin the UTS Help system are categorized into Books. Help Contents Books are displayed
two ways:

1. Click the Help menu at the top of any screen and then click on the Contents option.

2. Click onthe Contentstab at the Help Topics screen.

Help Topics: UTS5Help |

Contents | Index | Find |

Click a boak, and then click Open. Or click another tab, such az Indes.

o {1 i

@ UTS Mainten
@ Wiewms

@ Trawvel Authorizations
@ Travel Orders

@ Travel Advances
@ Trawvel Settlements
@ Local 1164 Travel

arnce

Open I Brint... Cancel
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(2 Displaying Help Topics:

1. Point and click on a Book, then click the Open button. The Help system will then display
Help topics contained within the selected Book.

Help Topics: UTSHelp

Contents | Index | Find |

Click a topic, and then click Display. Or chick another tab, such az Indes.

m
?] About UTS

Erkteding D ates
Erkesing Amounts
Enkeing fccounting
Madiving Accounting
Erkeding Remarks
Under Construction
Rates Look-Up
Terminating UTS
7 Trawel History b
@ UTS Screens
@ UTS Help
@ UTS Mantenance

@ views =
[ oese | Bt | Cowel |

|»

L ) o) el ) [ ) )

Tip: Notice that there may be additional Books located within a Book.

2. Point and click on aTopic, then click the Display button. The Help system will display the

contents of the selected topic.
2 UT5Help HI-T[E
File Edt Bookmark Option: Help
HepTopies|] Back | Bim [ - | » |

About UTS ﬂ

Thee Unk Travel System, (UTS) iz aWindows @ bazed
spplication developed for the LS. Coast Guard. UTS serves
&% a voucher preparation system for TDY and PCS fravel
claims. UTS can be used to create travel authorizations and
prepare requasts for advances or settlements of travel
EXPErEE.

Travel Avthorizations, Advance Reguests and Settlement
Fequests are crested ether by the individual Traveler or a
designated Proxy. Qnce an aulhorizalion or regquest is
created, i is forwarded systemically to an Authorizing Official
for spproval.

Approved Settlement Requests are forvarded systemically to
the travel claims processing office and are interfaced with ﬂ
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Tips for using the UTS Online Help System

When a help window is open, the following options are available;

Users can maximize or resize Help windows as needed.

Click onthe Help Topics button to return to the screen displaying the Contents, I ndex, and
Find tabs.

Click on the Print button to receive a print-out of the topic.

Click on the >> button to advance to the next topic in the browse sequence or the << button to
return to the previous topic.

Click on any word or phrase that is underlined and highlighted in green to automatically jump
to atopic that describes the underlined item.

Click on alink displayed under the heading See Also to jump from one topic to another related
topic.

After clicking on alink under the heading, See Also, click the Back button to return to the
previous topic.

See Also
UTSHelp
Index

Find

This Screen
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Help Index

Topicsinthe UTS Help system are listed alphabetically in an Index. When the Index option is
selected from the Help drop down menu or when then user clicks on the | ndex tab on the Help
Topics screen, alisting of the UTS Help topicsis displayed.

Help Topics: UTSHelp

Contents Index | Find |

1 Tvpe tue fist few lethers of the word wou're locking for.

2 Click the index entiy pou wanl, and then click Display.

About Local 1164 Tranvel -
dbout Travel Ordess
About UTS

About UTS Mantenance

Addiional Infaemation

Canceling Local 1164 Claim
Canceling Request for ddvance
Canceling Request for Seltlemers
Canceling Travel Diders

Changing Yiew

City & County Screen

Creatng Local 1164 Travel Claim
Creating MIFCS Travel Authorzations
Creabrg MILFCS Tiavel Orders
Creatng Aeguest for Advance
Cresting A equest for Sellement
Creatng TLY Travel Authonzations ;I

Dy | | cameal |

@ Use one of the following methods to display Help topics with the Index:

e Method 1: - Inblock 1, typethe first few letters of a Help topic. The Help system will
highlight the first topic matching the letters entered. If thisis not the desired topic, click on the
up/down arrows on the right side of the Index window to scroll through the listing until the
correct topic is highlighted. When the desired topic is highlighted, click the Display button.

e Method 2; - Click the up/down arrows on the right side of the Index window to scroll through
thelisting. When the desired topic is displayed, point and click on thistopic to highlight.
When the correct topic is highlighted, click the Display button.

e Method 3: - Click the up/down arrows on the right side of the Index window to scroll through
thelisting. When the desired topic is displayed, point and double click on thistopic to display.

When finished viewing atopic, click the Help Topics button to return to the Index.

See Also
UTSHelp
Contents
Find

This Screen
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This Screen

A “This Screen Help Topic has been created for every UTS screen. These topics were devel oped
to assist individuals who may be new users and don’t understand what a particular UTS screenis
used for. A This Screen topic can be accessed by clicking on the Help menu at the top of any
screen and then selecting the This Screen option from the drop down menu.

i, Bequest for Advance
File  Yiew Other Info

Caontentz

[ndex

Request

Amount Eﬁ

Thiz Screen

About LTS

After clicking on the This Screen option, the topic for the current UTS screen is displayed.

& UTSHelp A= |
Fie Edi Brokmark Opions  Help
HebTapics| (o | Pt | 2« | » |

Reguest for Advance Screen

The Request Tor Advance screen iz wsed 10 enber the dala Necessary for Processing an sdvance payment of
TOY or MILPCS travel funds. 4n approved Travel Suthorization or Travel Ovder must be selected in order to
access this screan.

U.J The: following links will provide detailed instructions for completing the Reguest for Advanoe
BCTEEm

Criealing Requast for Advancs
Ertering Reguesd for Advancs

1 ol IFEry

Ertering Famsiks

The“This Screen topic provides general information about the purpose of the screen and offers
links to other topics providing more specific information about using the screen.
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Find Help
Another feature of the UTS Help SystemisaFind option to performa  “Full-Text Search. This
feature enables the user to search every topic in the Help system for a particular word or phrase.

The full-text search only finds topics containing the word or phrase the user islooking for.

(2 Complete the following steps to use the Find option:

1. Click the Find tab on the Help Topics screen. The following screen appears:

Help Topics: UTS5Help

Contents | Index  Find |

1 Twpe the words) you want to find

delete j at

2 Selact zome matching wards bo nanow pour search

| _ Febuid.

3 Click & opic, then click Display

[eleing Expensze

Delating ltnesary Legs

Dielating Local 1164 Claim
Delkeling Profles

Dedeting Request for Advance
Dreating Rlequest for Sattamant
Dielsling Travel Authanzations

AL

[17 Topice Found | | Allwoede, Begn, Auto, Pauze |

[oow] o |_cwos |

2. Atthisscreen, typeaword or phrasein block 1. If the correct option is active, the program
will begin the search automatically and display the matchesin blocks 2 and 3.

3. Click the up/down arrows on the right side of block 3 to scroll through the list of topics.

4. Point and click on atopic to highlight and click the Display button, or smply double click on
atopic. The UTS Help System will display the selected topic.

See Also

UTSHelp

Contents

Index

This Screen

Jumps

A Jump occurs when a user is viewing a particular help topic and clicks on a word or phrase that
isunderlined and highlighted in green. This action takes the user to atopic describing the word or
phrase that was underlined.
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UTS Screens
UTS Login Screen

All users of UTS must login to UTS by entering avalid Employee ID at the L ogin screen.

» F.-Travel

d 1o the Coast Guad
W anirng: To e used

At this screen, the user must enter their Employee | D, which is most likely their social security
number, (SSN), and press Enter or click the Login button. If the Employee ID isvalid, the UTS
Password screen appears.

User accounts are typically created in the UTS database by importing a personnel information file.
If logging into UTS for the first time, users should enter their SSN at the Employee ID field. The
Password I nfor mation screen appears requiring the user to establish a L ogon and Secondary
password.

If the user account was manually created by the System Administrator, an Employee I D and
Passwor d was established for the user. The user must enter the Employee I D that was created by
the SA. After the Employee ID is entered, the UTS Passwor d screen appears requiring the user to
enter the password that was created by the SA.

Note: After theinitial login, the user should change the L ogon and Secondary Passwor ds that
were established by the System Administrator.

See Also

Logging Into UTS

New Logon Password

New Secondary Password

Changing Passwords

Forgot My Password
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UTS Request Status Screen

When auser logsinto UTSinthe Traveler view, the UTS Request Status screen appears. This
screen isused to initiate all requests for travel actions and determine the status of these requests.
In addition, this screen gives the user the ability to view, modify, delete, print or release most
travel actions.

File Profile Logine: Took Halp ]]

MANTLE, MICKEY F TRAVELER

_|': it ||' 1 A0 ||'|' A I ocal 1164 |F- testid
O ,A01./2002 | 0143172002 Enlered
0,400 A200% {00 /31 2002 Appiovec
00 AT 2000 0 A 052000 Entead
0 402000 0 A 02000 Enleied

Along the top of this screen, the user will see the File, Profile, Login as, Tools and Help menu
selections. If the user clicks on any of these items, a drop down menu appears offering additional
selections.

Just below the menu selections, the user will find several icons that can be used instead of clicking
on a menu selection and choosing an option.

% UTS Regquest Status

Eile Praofile Loginas: Toolz Help

2 $#

If the user positions the mouse pointer on any of these icons, a pop-up tip appears explaining the
purpose of the particular icon.

The middle section of the UTS Request Status screen lists any transactions that are pending
follow-up action by the Traveler, or Proxy, depending on which view the user islogged in with.
By reviewing this section, the user can easily determine what travel authorizations, orders, or
settlement claims have been entered and the status of each of these items.

W2 The following functions can be performed from the UTS Request Status
screen:

Travel Authorizations
Create Travel Authorizations
View Travel Authorizations

Modify Travel Authorizations
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Delete Travel Authorizations
Release Travel Authorizations

Travel Orders
Create TDY Travel Order
Create MILPCS Travel Order

Travel Advances

Creating Travel Advances
Viewing Travel Advances
Modifying Travel Advances
Deleting Travel Advances

Releasing Travel Advances

Local 1164 Travel
Creating Local 1164 Claim
Viewing Local 1164 Claim
Modifying Local 1164 Claim
Deleting Local 1164 Claim
Releasing Local 1164 Claim

Travel Settlements
Creating Travel Settlements

Viewing Travel Settlements
Modifying Travel Settlements
Deleting Travel Settlements
Releasing Travel Settlements

Profiles
View or Modify Profile
Change View

Tools

Rates Look-Up

Display or Print Travel History
Terminating UTS

Create an Email Message

UTS Requests Requiring Action Screen

When auser logsinto UTSin the Authorizing Official view, the UT S Request Requiring
Action screen appears. This screen isused to approve travel requests that were initiated by the
Traveler or Proxy and then released to the AO for approval. In addition, this screen givesthe AO
the ability to view, madify, or return travel requests.
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2= UTS Hequests Hegquinng Acbon |

Bl Frofic Logina Took Forwad Heb

USER, SUPER Z AUTHORIZIMNG
3 T,

Along the top of this screen, the user will see the File, Profile, Log in as, Tools, Forward and
Help menu selections. If the user clicks on any of these items, a drop down menu appears
offering additional selections.

Just below the menu selections, the user will find several icons that can be used instead of clicking
on amenu selection and choosing an option.

=% UTS Requests Requiring Action

File Frofle Loginaz Tools Formward Help

2 $#

If the user positions the mouse pointer on any of these icons, a pop-up tip appears explaining the
purpose of the particular icon.

The middle section of the UT S Requests Requiring Action screen lists any transactions that are
pending approval by the Authorizing Official. By reviewing this section, the user can easily
determine what travel authorizations, or settlement requests have been received and are requiring
approval.

@ The following functions can be performed from the UTS Requests
Requiring Action screen:

Travel Authorizations

View Travel Authorizations
Modify Travel Authorizations
Approving Travel Authorizations
Returning Travel Authorizations

Travel Orders

Select a Travel Order
Viewing Travel Orders
Modifying Travel orders
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Deleting Travel Orders

Travel Settlements

Viewing Travel Settlements
Modifying Travel Settlements
Approving Travel Settlements
Returning Travel Settlements

Profiles
Change View

Tools

Rates Look-Up
Terminating UTS

Create an Email Message

Forwarding Requests
Forward Requests to Another AO

Automatic Forwarding
Manual Forwarding

Select Travel Order Screen
Depending on how this screen is accessed, the Select Travel Order screen allows the user to
perform the following actions:
e Createanew travel order,
e View, Modify, or Delete an existing order
o Select an order for processing arequest for Advance or Settlement
o Display or Print the History for atravel order

& Solect Teavel Dudes

Trawel Deders

mnmnﬁmm-mu--ﬂ e
mmunmmuummmhmmumH|mn
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At this screen, any travel orders that have already been created for the traveler will be listed in the
middle of the screen. The user can select the correct order, then click on afunction button to
perform the desired action. If necessary, the user can also click on the Create New Order button
and create a new order.

@ The following links provide detailed instructions for performing the
various functions that can be initiated after accessing the Select Travel
Order screen:

Create TDY Travel Order
Create MILPCS Travel Order
View Travel Orders

Modify Travel Orders

Delete Travel Orders

Create Request for Advance
Create Request for Settlement
Display or Print Travel History

TDY Travel Request Screen

The TDY Travel Reguest screen is used to capture the data needed by the Authorizing Official
(AO) to approve an authorization for TDY travel. The information collected on this screen
provides the AO with the requested trip dates, locations, mode of travel, funding appropriations,
and anticipated expenditures.

. 1O Trawed Hegquest

Ele JumpTo Vies ober nfo  Help

Top [ | Flasimibourzabie Fxp,

|®

- TDY Top Sechin

TOMD I Covaad ham T fchvance Authoired

Typeol oider  [UDAMAL W [T Use Traraposation Fleguast
Pupese  ETENST ™ Lesve futhoised =
FundsUiet  [TRERTGUARD I sl Class ded
Wode of Tegwel

T Local Traeed - Tas
™ U-Driew T oremsmend Yishicls
T Aerisl oo

Commencial [~ Yehickh [ [ Shp T B [ Fad
Govennment: [~ Vehicls [ da [~ Shp [ Bz [ Red

Brvately Ouned versde: [HORE I Minds darciad
- T Girugs Tisvesl Fulaz
Mely | |0 e ol progelent catscot i [ =
Acuing | ] | | | | |
L=
-

T Vaasors Auboisad™

Lieste Teasond Finguest

Tip: Noticethat the TDY Travel Request screen consists of (3) sections; Top, Itinerary, and
Reimbur sable Exp.
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\d The following links provide detailed instructions for completing each
section of the TDY Travel Request screen:

Top Section
Itinerary
Reimbursable Expenses

MILPCS Travel Request Screen

The MILPCS Travel Request screen is used to capture the data needed by the Authorizing Official
(AO) to approve an authorization for Military PCStravel. The information collected on this
screen provides the AO with the requested travel dates, locations, mode of travel, funding
appropriations, dependent information, and anticipated expenditures.

e Jump To Wew olhei i Help

L Depondonts | linersy | Reimbussable Exp. |
PLS Top Section =
Tomo: | Funds Llzed STGLUARD
PLS Type W Puipose: r
Depart location: | Detach Date: [~
Rieport: locaion: | Feport Diater [~

S [ Group Travel Fules

b Thesa Audboizad ?

[T Procesd Tima I Ta oLy JAONE
[© TOY Ervoute [ TLE S of ooz authaszed [ |
[ Ship POV [ Advance

e e
— ‘

—whn is Traveling and Being Paid

e BN T T

Tip: Noticethat the MILPCS Travel Request screen consists of (4) sections; Top, Dependents,
Itinerary, and Reimbur sable Exp.

@ The following links provide detailed instructions for completing each
section of the MILPCS Travel Request screen:

Top Section
Dependents

Itinerary

Reimbursable Expenses
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Request Accounting Screen

The Request Accounting screenis used to enter an accounting appropriation for the request and
add remarks that pertain to the accounting appropriation.

A0 000000N]

Tip: Thisscreenis separated into three input boxes.

e Possible Valid Accounting Lines- Thisbox islocated at the top of the screen. This section is
not in use currently.

e Current Request Accounting Lines - Thisbox islocated in the middle of this screen. This
box is used to manually enter an accounting appropriation.

e Remarks- Thisbox islocated at the bottom of the screen. Thisareais used to capture remarks
pertaining to the accounting appropriations entered.

@ The following links provide detailed instructions for completing each
section of the Request Accounting screen:

Entering an Accounting Appropriation
Adding Accounting Remarks

Profile Screen

A Personal Profileisauser account that is created for every individual who will use UTS and
every traveler, who's claim is processed through UTS. The Profile screen is used to store
personal, financial and security information, establish privileges, and designate the Authorizing
Official and Signature Proxy.
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@ The following links provide detailed instructions for completing each
section of the Profile screen:

Personal Information
Home Address

Work Address
Financial Information
Security Information
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Local Travel -1164 Screen

The Local Travel - 1164 screen is used to enter the information needed to file a settlement claim
for the performance of temporary duty within the defined local travel area of the traveler's
official duty station.

. Lozal Trased - 1764

BEMJAMIN_ JADOE

TI:IHI:II Type of Claim FIM-‘-‘|L

Funds Used ASTGLARD

Method of Payment ﬁIFIEI:T DEPOEIT

Local Expanses

[ Ty of Clamed  |Locsbon
Dl | uparrea I IPesent Frwvs E s

Accounting Elulﬂ'-lunliun

@ The following links will provide detailed instructions for completing each
section of the Local Travel - 1164 screen:

Creating Local 1164 Claim
Entering Local 1164 Claim
Inserting Expense

Deleting Expense

Entering Accounting
Entering Remarks
Canceling Local 1164 Claim
Saving Local 1164 Claim
Releasing Local 1164 Claim
Printing Local 1164 Claim
Deleting Local 1164 Claim
Viewing Local 1164 Claim
Modifying Local 1164 Claim
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Request for Advance Screen

The Request for Advance screen is used to enter the data necessary for processing an advance
payment of TDY or MILPCS travel funds. An approved Travel Authorization or Travel Order
must be selected in order to access this screen.

@ The following links provide detailed instructions for completing the
Request for Advance screen:

Creating Request for Advance
Entering Request for Advance
Entering Accounting

Entering Remarks

Remarks Screen

When creating atravel authorization, order, advance, or settlement, it may be necessary or
beneficial to add some remarks to the travel action. This can be accomplished by clicking on the
Remar ks button to access the Remarks screen.

w, Alemanks

This i3 whare: wou can enber e desined nemark: for the havel action beng processed. Femadks as nomalls ued 5]
o recuest o authoize specisl snbdements that sa= not vpically cowered by per dies, |
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\d The following link provides detailed instructions for completing the
Remarks screen:

Entering Remarks

Request for Settlement Screen

The Request for Settlement screen is used to enter the data necessary for processing a settlement
claim for acompleted TDY or MILPCStrip. An approved Travel Authorization or Travel
Order must be selected in order to access this screen.

. Hegusesl o Sebllement

Tpe of Seltiement [FimaL Tupe of Pastial [MOT & PAATLAL - St —
Pap To Concil CaniCn. | Lot Prevviously Actvanced [0 | Entered
Arcounting Classificstion:

3 i 0 - |

@ The following links provide detailed instructions for completing the
Request for Settlement screen:

Creating Request for Settlement

Request for Settlement Itinerary

Reason for Stop

Method of Reimbursement

Request for Settlement Reimb. Expenses
Entering Accounting

Entering Remarks

Exceptions

Occasional Expenses

Deleting Request for 1351-2 Settlement
Canceling Request for 1351-2 Settlement
Releasing Request for 1351-2 Settlement
Printing Request for 1351-2 Settlement
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Saving Request for 1351-2 Settlement
Viewing Request for 1351-2 Settlement
Modifying Request for Settlement

Trip Screen

The Trip screen is used to capture the specific detail s regarding a completed TDY or MILPCS
trip. At this screen, the user must complete an itinerary and enter all of the claimed expenses.

Eie Jump To  Yiew olhei nfo Helo

IW 110301D000000000
Top Iineray | Feimbursable Exp. |
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Tip: Notice that there are (3) sectionsto the Trip screen; Top, Itinerary, and Reimbursable
Expenses. In addition, there are special buttons to access the Exceptionsto Daily Expenses and
Occasional Expenses screens.

W2 The following links provide detailed instructions for completing the Trips
screen:

Top Section

[tinerary

Reason for Stop

Method of Reimbursement
Reimbursable. Expenses
Exceptions to Daily Expenses

Occasional Expenses
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Exceptions Screen

After completing a settlement itinerary, it may be necessary to access the Exceptions screen to
make adjustments to the default values for the lodging costs and meal types. Or, if Actual
Expense (AE) was selected for the reimbursement method, then it is necessary to access the
Exceptions screen to enter the daily amounts for meals and incidental expenses.

The ineiaey (o il ormabion ool
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@ The following link provides detailed instructions for completing the
Exceptions screen:

Entering Exceptions

Occasional Expenses Screen

For certain types of travel situations, per diem is not payable. If atraveler isrequired to use
personal funds to purchase meals or lodging, however, these expenses are considered to be
Occasional Expenses. Reimbursement for the purchase of occasional expenses typically occur
under one of the following circumstances:

e Round Trip performed in 12 Hoursor Less
e Duty on board a Government Ship
¢ Field Conditions

If one these situations apply, the Occasional Expenses screen is used to capture the expenses for
lodging and meals purchased by the traveler with personal funds.
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@ The following link provides detailed instructions for completing the
Occasional Expenses screen:

Entering Occasional Expenses

MILPCS Travel Order Screen

TheMILPCS Travel Order screenisused to establish the following details:
e Travel Order Number

e Typeof PCSTravel

e Locationsof the Old and New PDS
e Authorized Miles

e Agency Funding the Travel

e Purposeof the Travel

e Detach and Reporting Dates

e Order IssueDate

e Group Travel Rules

e Special Authorizations

e Accounting Appropriation

e Dependent Information
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This screen must be completed before a Request for M 1L PCS Advance or Settlement can be
entered.

Note: Information coming from afrom an approved hard-copy travel order, that was generated
outside of UTS, must be manually entered into this screen by the user. UTS automatically
populates this screen, however, for travel authorizations that were created with UTS and were
approved by an AO.

@ The following links provide detailed instructions for completing the
MILPCS Travel Order screen:

MILPCS Order - Top Section

MILPCS Order - Are These Authorized
MILPCS Order - Dependents

Entering Accounting

Entering Remarks

Canceling Travel Orders

Saving Travel Orders

Deleting Travel Orders

Viewing Travel Orders

Modifying Travel Orders
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Select Traveler Screen
The Select Traveler screen appears whenever an individual islogged into UTS in the Proxy
View, and creates one of the following travel actions on behalf of another person:
e Request for TDY Travel Authorization
e Request for Military PCS Travel Authorization
e Local 1164 Claim

USER. SUPER 2
|usuns, FRED

Note: The Proxy and the personnel listed on this screen are both assigned to a unit sharing the
same OPFAC number.

The purpose of this screenisto allow the Proxy to select the individual that the travel actionis
being created for. When this screen appears, the Proxy should point and click on the desired
name, then click on the appropriate action button at the bottom of the screen.

Tip: The action button available will depend on which create option was selected.
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Select Traveler and Travel Order Screen

The Select Traveler and Travel Order screen appears when a user islogged into UTSasa
Proxy and a Request for Advance or Settlement is created on the behalf of another person. This
screen is used to select the specific traveler and travel order that will be used for the transaction.

. Salact Teavelsr and Teavel Dader
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Thetable at the top of this screen lists al of thetraveler’sthe Proxy may process transactions for.
Point and click on the desired name, and the table at the bottom lists al travel ordersexisting in
the database for the selected traveler.

Point and click on the desired order, then click on the appropriate action button at the bottom of
the screen.

Note: The action button available will depend on which create option was sel ected.

See Also

Creating TDY Travel Orders
Creating MILPCS Travel Orders
Creating Request for Advance
Creating Request for Settlement
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City & County Screen

The City & County screen appears when clicking on the Tools menu from the UT S Request
Status or Requests Requiring Action screen and selecting the CONUS/OCONUS City Rates
option. This screen also appears when completing an itiner ary and accessing the L ocation field,
or clicking on the Choose City button.

. City & County
Eile Help
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When this screen is displayed, the user must first select a state or county by entering the first two
letter s of the state or country name and then pointing and clicking on the desired choice from the
listing.

After selecting a state or country, the user must also use the same procedure to select a city name.

See Also
Rates Look-Up
UTS City Rate Lookup Screen
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UTS City Rate Lookup Screen

This screen lists the per diem rates, by effective date, for the city selected. If you wish to look
the rates up for another city, click the Chose City button.

im. UTS City Rate Lookup

Choose Cit/ _[liindianapols  IN INDIANA

Effective Date Max Lodging Max MIE
01/01/1999 $70.00 $42.00
01/01/1998 $79.00 §38.00
01/01/1997 $71.00 $38.00
04/01,/1996 $66.00 $30.00
01/01/1994 $71.00 $34.00

@ The following links provide detailed instructions for looking up City
Rates:

Rates Look-Up
City & County Screen

History Screen

The History screen is used to provide historical information for research and inquiry purposes.
By accessing this screen, the user can view travel order information and travel settlement
information. In addition, the user can aso generate a print-out of the historical record for a
single order or al of the existing orders.

1o I DetachDus [TAES. et Due [TR0AES
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At this screen, the user has the following options:

Previous Order - If more than one travel order has been selected, click on this button to return
to the previously displayed order.

Next Order - If more than one travel order has been selected, click on this button to advance to
the next available order.

More Order Data - Click on this button to display the TDY or MILPCS Travel Order
screen.

Print - Click on this button to generate a print-out of the history record.

View Request - Click on this button to display the Local Travel - 1164 screen or the Request
for Advance or Settlement screen.

Return - Clicking on this button returns the user to the Select Travel Order screen. The user
may then select another travel order, display and print the history, or go back to the UTS
Request Status screen.

See Also
Travel History

Authorizing Official Reassignment Screen

w

hen user accounts are created in UTS, a default Authorizing Official (AO) is established for the

purpose of approving travel authorizations, advances and settlements. If a particular AO will be
unavailable to approve the requested action, however, asubstitute AO can be assigned. Thisis
accomplished by accessing the UTS Maintenance Module and displaying the Authorizing

Official Reassignment Screen.

. Authorizing Dficial Beazsignment
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At this screen, the user must select the AO, who will have their pending travel actions reassigned
to another AO.

W2 The following link provides detailed instructions for reassigning an AO:
Reassigning Authorizing Official

Reassign Requests Screen

The Reassign Requests screen is the next screen to appear after having selected an AO at the
Authorizing Official Reassignment screen and clicking the Reassign Requests button.

w. feassign Requests [ O] =]
FARRIS. D] 17117007 000000 [fahorizaton  [110071958 |11 J'1|_|.-'1:;q-ﬂ||u~r |2 [Tk
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At this screen, the travel requests pending approval by the AO selected at the Authorizing Official
Reassignment screen are displayed. The user must select the desired travel request and then click
on the appropriate action button at the bottom of the screen.

@ The following link provides detailed instructions for reassigning
requests:

Reassigning Authorizing Official
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Forward Claims to Selected AO Screen

After selecting atravel request at the Reassign Requests screen the Forward Claimsto Selected
AOQ screen appears when the Forward to Another AO button is clicked.

w. Forward Claims to Selected A

Please ented at least the first 2 charactess fon eithes the Name o 1D

At this screen the user must select the AO, who will receive the reassigned transaction.

@ The following link provides detailed instructions for forwarding claims to
another AO:

Reassigning Authorizing Official
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Replacement AO Screen

The Replacement AO screen appears after clicking on the Replace as Default AO button at the
Reassign Requests screen.

wm. Replacement AD

Please ented at least the first 2 charactess fon eithes the Name o 1D

At this screen the user must select the AO who will replace the original default AO. After
selecting a new AO and clicking the Replace as Default AO button, this new AO becomes the
default AO for al travelers, who previously had the replaced AO selected as their default AO.

@ The following link provides detailed instructions for replacing a default

AO:
Reassigning Authorizing Official

UTS Maintenance Screen
The UTS M aintenance screen is the main menu screen for the UTS Maintenance Module. From
this screen, the System Administrator can perform the following actions:

Createthe |ATS Interface File

Maintain User Accounts

Maintain City Names and Rates

Reassign Authorizing Officials
Maintain Ships Table
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Maintain Miscellaneous Par ameters

Maintain Units

Maintain Reimbursable Expense Table

Import Personnel Data

Import Accounting Data

w, UTS5 Maintenance

File Actionz Help

E xport Claims to IATS i

Add/Modify Units

Profiles: Add/Update/Delete

Import - Update i

Citiez and CityR ates

Authorizing Officer Maintenance Import Reimburzable Deszc.
Update Ships List Import/Update Personnel
Mizcellaneous Import/{Update Accounting

Import/Update Object Codes

Import RAM Codes

E xit

@ The following links provide detailed instructions for performing the
various functions available from the Maintenance Module:

Exporting Claims

Maintaining User Accounts

Maintaining City Names and Rates
Reassigning Authorizing Officias
Maintain Ships Table

Maintain Miscellaneous Parameters
Maintaining Units

Importing Unit Data

Importing Reimbursable Exp. Descriptions
Importing Personnel Data
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Importing Accounting Data
Importing Object Codes
Importing RAN Codes

UTS Export Claims Screen

The UTS Export Claims screen is used to perform the following actions:
o Specify the type of claimsto export

o Specify the location where the UTS Export File will reside

o Specify the location where the |ATS Reply File will reside

o Createthe UTS Export File

W, UTS -- Enport Clamss to IATS

fie Aclions  Help
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Once the correct configuration information is entered, the user can click the Start Export button
to create the export file.

@ The following link provides detailed instructions for completing the UTS
Export Claims screen:

Exporting Claims

Unit Maintenance Screen

All organizations, having Coast Guard members or employees assigned, have been given a Unit
Number. Inaddition, any organization that funds official travel for members or employees of the
Coast Guard has also been assigned an Unit Number .

Unit information is stored in the UTS M aintenance M odule and can be added, modified, or

deleted by accessing the UTS Maintenance Module and clicking on the Add/M odify Units
button. After clicking this button, the Unit M aintenance screen appears.
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Use this screen to add, modify, or delete unit information.

W@ The following link provides detailed instructions for maintaining the Unit
Table:

Maintaining Unit Table

UTS Rates/Cities Update Screen

CONUS and OCONUS locality City Names and Per Diem Rates are stored inthe UTS
Maintenance M odule. The maintenance tables storing these names and rates must be continually
updated to ensure that travel claims are accurately processed. Thisis accomplished by accessing
the UTS Maintenance Module and displaying the UT S Rates/Cities Update Screen.

W TS Halez/Lie: Updalte

@ The following links provide detailed instructions for looking up locality
per diem rates and updating the UTS Rates/Cities tables:

Rates Look-Up
City & County Screen
Maintaining Cities and City Rates
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Select Authorizing Official Screen

All requests for Travel Authorizations, Advances, and Settlements must be forwarded to a designated
Authorizing Official for approval. After completing atravel action, and the Send to AO button has been
selected, the Select Authorizing Official screen appears for the purpose of designating the desired AO.

. Sabict Aufthodizing (ihcial
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At this screen, users may also select a different site and display a new listing of Authorizing Officials.

@ The following link provides detailed instructions for completing the
Select Authorizing Official screen:

Releasing Travel Authorizations
Releasing Advances
Releasing Settlements

Import Ships Screen

The UTS database includes a table that contains names of ships belonging to the US Coast Guard.
Theinformation stored in this table is used to identify the traveler’ s assigned vessel. Thistableis
populated and updated by importing afile that contains the ship information.

To automatically update the Ships List, access the UTS Maintenance Module and click the
Update ShipsList button. The Import Ships screen appears.
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W UTS Mamtenance: |mport Shaps

Impart Filename: |

Use this screen to enter the filename and path, or sear ch for the file containing the ships
information. Once the filename and path is entered, the user can click the Start Import button to
begin the import process.

\d The following link provides detailed instructions for importing the Ships
file:
Maintaining Ships Table

Import Units Screen

All organizations, having Coast Guard members or employees assigned, have been given a Unit
Number. In addition, any organization that funds official travel for members or employees of the
Coast Guard has also been assigned an Unit Number .

Unit information is stored in the Unit Table, which residesin the UTS M aintenance M odule.
Thistable can be populated and updated by importing the data from afile that is generated
periodically by PMIS-JUMPS.

To automatically update the Unit Table by processing an interface file, accessthe UTS
Maintenance Module and click the Import - Update button. The Import Unitsfrom File screen

appears.

& Imporl Umits from File

Use this screen to enter the unit filename and path, or search for the unit file. Once the filename
and path is entered, the user can click the Start Import button to begin the import process.
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\d The following link provides detailed instructions for importing the Unit
Data File:

Importing Unit Data File

Import Reimbursable Description Screen

Reimbur sable Expense Descriptions are stored in the Reimbur sable Expense Table which
residesin the UTS Maintenance Module. This table can be populated and updated by importing
the data from afile that is generated by IATS.

To automatically update the Reimbur sable Expense Table by processing an interface file, access

the UTS Maintenance Module and click the Import Reimbur sable Desc. button. The Import
Reimbur sable Descriptions from | ATS screen appears.

& Imposl Hembursable Dezcoplions From [ATS

Import Filerams: |

Use this screen to enter the filename and path, or sear ch for the file containing the reimbursable
expense descriptions. Once the filename and path is entered, the user can click the Start Import
button to begin the import process.

W@ The following link provides detailed instructions for importing the
Reimbursable Expenses Description File:

Importing Reimbursable Expense Descriptions

Import Personnel Screen

User accounts in the UTS database are automatically added and updated by importing afile
containing personnel information.

To automatically update the Per sonnel Data, access the UTS Maintenance Module and click the
Import/Update Personnel button. The Import Personnel screen appears.

47



W UTS Mamtenance: lmport Personne]

It Filaname:

Use this screen to enter the filename and path, or sear ch for the file containing the personnel
information. Once the filename and path is entered, the user can click the Start mport button to
begin the import process.

\d The following link provides detailed instructions for importing the
Personnel file:

Importing Personnel Data File

Help Topics Screen

A Help System has been included with the UTS program that provides explanations for the
numerous program features. In addition, users will find detailed instructions that will guide them
through the various functions involved in processing travel claims.

The UTS Help Topics screen is displayed when a user clicks on the Help menu at the top of any
UTS screen, then selects the Contents, or I ndex option.
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Help Topics: UTS5Help |

Contents | Index | Find |

Click a book, and then click Open. Or click anather tab, such as |ndex.

XL TS O
@ TS Maintenance
@ Wigms

@ Travel Autharizations
@ Trawel Orders

@ Travel Advances
@ Travel Settlementz
@ Local 1164 Travel

=]

Open I Frirt... Cancel

At this screen the user can display help topics by using the Contents, Index, or Find options.
Help topics may also be printed from this screen if desired.

@ The following links provide detailed instructions for using the Help
Topics screen:

Contents
Index
Find



Security Information Screen

The Security Information screen is used to capture the information needed to grant access and
privilegesto UTS users. In addition, this screen is used to establish the user’s default

Authorizing Official and to designate a Signatur e Proxy.

W, Frohle - Secunty Dptions
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@ The following links provide detailed instructions for completing the

Security Information screen:
Creating Profiles
Privileges
L ogon Password
Secondary Password
Authentication Information
Additional Information

Financial Information Screen

The Financial Information screen is used to establish whether the traveler possesses a Government

issued Charge Card.

The Financial Information screen can be accessed by usersin the Traveler View mode only. To
access this screen, the user must first access the Per sonal Profile screen and then click the

Financial button. The following screen will appear:
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w. Profile - Fnancial Dptions
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At this screen, the user can select or change the existing Credit Card Status.

@ The following link provides detailed instructions for completing the
Credit Card Information section:

Credit Card Information

Forward Requests Screen

If an AO knows that he/she will be unavailable to process travel requests during a certain period,
UTS provides a feature that allows the AO to forward reguests to another AO.

wi. Forward Requests

Effective Starting D ste: |m

Effective Ending D ate: ||:|1122;2m2

Mew Authorizang Official: ISNIJT, FAG 0

USAND, BOB

The Forward Requests screenis used to select which AQO the selected request will be forwarded
to.

@ The following links provide detailed instructions for Forwarding
Requests to another AO:

Forwarding Requests
Automatic Forwarding
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Manual Forwarding

TDY Travel Order Screen

The TDY Travel Order screen isused to establish the following details:

Travel Order Number
Typeof Travel Order

Purpose of the Trip

Funding Organization
Period Covered
Order Issue Date

Authorized M ode of Transportation
Special Authorizations

Accounting Appropriation

e Special Remarks
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This screen must be completed before a Request for TDY Advance or Settlement can be

entered.

Note: Information coming from afrom a pre-existing hard-copy TDY travel order, that was
generated outside of UTS, must be manually entered into this screen by theuser. UTS
automatically populates this screen, however, for travel authorizations that were created with

UTS and were approved by an AO.

@ The following link provides detailed instructions for completing the TDY

Travel Order screen:
Completing the TDY Travel Order screen
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Import Object Codes from File Screen

Object Classification codes are stored in the Object Codes Table, which residesinthe UTS
Maintenance Module. This table can be populated and updated by importing the data from afile
that is generated periodically by FINCEN.

To automatically update the Object Codes Table by processing an interface file, accessthe UTS

Maintenance Module and click the Il mport/Update Object Codes button. The Import Object
Codes from File screen appears.

W Import Obgect Codes from File

Impcet Filanames: ||

Use this screen to enter the filename and path, or sear ch for the file containing the Object codes.
Once the filename and path is entered, the user can click the Start Import button to begin the
import process.

@ The following link provides detailed instructions for importing the Object
Codes File:

Importing Object Codes

Import RAN from File Screen

Reimbursable Agreement Number (RAN) codes are stored in the RAN Codes Table, which
residesin the UTS Maintenance M odule. Thistable can be populated and updated by importing
the data from afile that is generated periodically by FINCEN.

To automatically update the RAN Codes Table by processing an interface file, accessthe UTS

Maintenance Module and click the Import RAN Codes button. The Import RAN from File
screen appears.

53



. Impoat HAM from File

Use this screen to enter the filename and path, or sear ch for the file containing the RAN codes.
Once the filename and path is entered, the user can click the Start Import button to begin the
import process.

W@ The following link provides detailed instructions for importing the RAN
Codes File:

Importing RAN Codes

Import Accounting File Screen

Accounting Strings are stored in the Accounting Table, which residesin the UTS M aintenance
Module. Thistable can be populated and updated by importing the data from afile that is
generated periodically by FINCEN.

To automatically update the Accounting Table by processing an interface file, accessthe UTS
Maintenance Module and click the mport/Update Accounting button. The Import Accounting
File screen appears.

w. UTS Mamntenance: Imporl Accounbing

Use this screen to enter the filename and path, or sear ch for the file containing the Accounting
Strings. Once the filename and path is entered, the user can click the Start Import button to
begin the import process.

@ The following link provides detailed instructions for importing the
Accounting Strings File:

Import Accounting Strings
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Email Message Screen

A new feature has been added to UTS that allowsa Traveler, Proxy or AO to send an E-mail
message to each other to notify the recipient that a Request for Authorization, Settlement, or
Advance was forwarded. When this new feature is used, UTS automatically generates an E-mail
message containing information pertaining to the Traveler’s 1D, Travel Order Number and the
Trip Dates.

In addition, the user may also include a Per sonal Email M essage if additional information is
needed. UTS automatically appends this message to the system-generated message when a
Request for Authorization, Settlement, or Advance isforwarded.

The Email M essage screen, displayed below, is the screen used when creating a personal message
to be added to the system-generated message:

Toypes poun chaciiel Porioral Ernal rescidage in thit aaa

=1 Hhe memseage bo be appendead 1o e Ermsd messags
|

@ The following link provides detailed instructions for using the UTS Email
feature:

Set-up Email Address
Create Personal Message
Sending Email
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UTS Maintenance
About UTS Maintenance

The UTS Maintenance module is used to perform avariety of functions that are restricted to users
with System Administrator privileges. After logging into the UTS Maintenance module, the user
has the ability to perform the following actions:

e Exporttravel claimsfrom UTSto IATSfor computation

e Create, modify, and delete user profiles

e Maintain per diem rates and city names

e Reassign travel requests from one Authorizing Official to another
e Import data files containing ship information

e Establish Miscellaneous Parameters

e Moadify or delete unit information

e Import data files containing unit infor mation

e Import data files containing reimbur sable expense infor mation
e Import data files containing personnel infor mation

e |Import data files containing accounting appropriations

Maintenance Login

Access to the UTS Maintenance module is limited to users with System Administrator
privileges.

UTS Maintenance

UTS Maintenancs

Profeszional Soltware Consorbiom

YVersion 1.0
Apail B, 15533

Licensed for use by the U5 Coast Guard

Waming: Mot to be used by unauthorized
DEI'.IDI'I'IEI.

Uszer 1D: I
Pazsword: |

logn | Eat |

e User ID - At thisfield, the System Administrator must type his’her assigned Employee 1D
number and press Enter.

e Password - At thisfield, the System Administrator must type his/her assigned Password and
press Enter or click on the Login button.

See Also
About UTS Maintenance
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About System Administrators
New Logon Password

Changing Passwords

Exporting Claims

After a Request for Advance or Settlement has been approved by the Authorizing Official, an
export file must be created. The export file can then be imported into the Integrated Automated
Travel System  (IATS) for computation.

@ Use the following procedures to create a UTS Export File.

1.

2.

fie Aclions  Help

L ogin to the UTS Maintenance Module as a System Administrator.

Click onthe Export Claimsto IATS button. The UTS Export Claims screen appears.

UTS -- Export Clamms to IATS
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At the UTS Export Claims screen, establish the export configuration by completing
following fields:

Export All New Claims - Thisoption is activated by default when this screen appears. If
creating an export file for new claims only, no action is necessary at thisfield. When this
option isused, UTS will create an export file containing the data for any new claims that were
not previously exported.

Re-Export Old Claims From a Particular Date - Click on this field to activate the option if
wishing to generate an export file from claims that were previoudly transmitted. When this
option is selected, UTS displays the current date as the default. If this dateis correct,
proceed with the process. If the dateis not correct, enter the desired date.

Export To Directory - At thisfield, enter the location where the export file will reside once
created. For example; C:\FROMUTS.

IATS Reply Directory - At thisfield, enter the location where the notification of claims
accepted by IATS will reside. For example; C:\FROMUTS\TOUTS.



Note: If the correct path and directory name is not known, click on the Browse button to search
the various system drives and directories until the desired directory islocated.

4. After entering the configuration information, click the Start Export button to begin creating
the export file.

5. If the process must be aborted while the file is being created, click the Stop button.
6. When finished creating the export file, click the Main M enu button.

7. Atthe UTS Maintenance screen, click the Exit button to terminate the Maintenance module.

Maintaining Cities and City Rates

Each month, afileis distributed that updates the per diem ratesthat are stored inthe UTS
database. Thereisalso atable storingthe CONUS/OCONUS city names that is also updated
periodically. These tables can be updated by a user with System Administrator privileges.

2 Complete the following steps to update the Cities and City Rates tables:
1. Login to the UTS Maintenance module.

2. At the UTS Maintenance menu, click the Citiesand City Rates button. The UTS
Rates/Cities Update screen appears.

wm. UTS Halez/Ciies Updale

3. Atthisscreen, click either the Update Rates or the Update City List tab, depending on
which tableis being updated.

4. Typethepath and the filename of the update file being processed at the Rates Filefield. If
the correct path and filename is not known, click on the Browse button to search the various
system drives and directories until the desired update file is located.

5. After the correct path and the filename are entered, click the Start Rates or City Update
button.

6. If the process must be aborted while the update is running, click the Stop button.
7. When finished updating the Cities and City Ratestable, click the Main M enu button.

8. Atthe UTS Maintenance screen, click the Exit button to terminate the Maintenance module.
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Reassigning Authorizing Official
When user accounts are created in UTS, a default Authorizing Official, (AO), is established for
the purpose of approving travel authorizations, advances and settlements. If aparticular AO

will be unavailable to approve the requested action, however, a substitute AO can be assigned.
Thisis accomplished through the Maintenance Module by reassigning the AO.

[ Use the following procedures to reassign an Authorizing Official:
1. Login to the UTS Maintenance Module as a System Administrator.

2. Click onthe Authorizing Officer Maintenance button. The Authorizing Official
Reassignment screen appears.

. Authorizing Dificial Reazsignment

Linit: |1 166402
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3. AttheAuthorizing Official Reassignment screen, enter the unit number, for the AO who's
requests are to be re-assigned, at the Unit field.

4. Display alisting of individuals eligible for selection as a substitute AO by entering the fir st
two characters of either the Last Name or the Employee I D in the corresponding fields.

5. Whenthelist of namesis displayed, click on the desired name or press the Up/Down arrows
on the keyboard to highlight the correct name and press Enter.

6. After selecting the substitute AO, click the Reassign Requests button. The Reassign
Requests screen appears.
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7. At the Reassign Requests screen, the following options are available:

e Select All - Click on this button to select all of the travel requests listed at the Reassign
Requests screen. Once the items are selected, the user can click on the Return To Submitter
or Forward To Another AO option.

e Clear All - Click on this button to de-select all of the travel requests presently highlighted.

e Return To Submitter - After selecting atravel request, click on this button to return the
selected request back to the submitting individual.

e Forward To Another AO - After selecting atravel request, click on this button to forward
the transaction to a different AO. When this option is selected, UTS displays the Forward
Claimsto Selected AO screen. At this screen the user must select the AO, who will receive
the transaction.

e Replace AsDefault AO - Click on this button to replace the AO selected at the Authorizing
Official Reassignment screen. After clicking this button, UTS displays the Replacement
AO screen. At this screen the user must select the AO, who will replace the original default
AO.

e Previous Screen - Click on this button to return to the previous screen -

8. When finished performing the reassignments, click the Previous Screen button until the UTS
M aintenance menu reappears.

Maintaining Ships Table

When aclaim is processed for a Coast Guard member involving sea duty on board a government
ship, atransaction is generated by |ATS for the purpose of making pay adjustments. The UTS
database includes a table that contains the names of ships belonging to the US Coast Guard. The
information stored in thistable is used to identify the traveler’sassigned vessel. Thistableis
populated and updated by importing afile that contains the ship information.

@ Use the following procedures to import the Ships file:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Update Ships List button. The Import Ships
Screen appears.
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. UTS Masntenance: lmporl Shps

3. At thisscreen, enter the path, where the import file can be located, and the filename, at the
Import Filenamefield. For example; A:\SHIPS.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the Ships datafile islocated.

4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing thefile. If it is necessary to terminate the process prior to completion, click the Stop
button.

5.  When finished using the Import Ships screen, click the Main M enu button to return to the UTS
M aintenance screen.

Establishing Miscellaneous Parameters
On occasion, it may be necessary to make an adjustment to a limiting value for a particular input
field. Thisisaccomplished by accessing the UT S M aintenance module and selecting the
M iscellaneous feature.

Note: At thistime, the only parameter that may be adjusted at this screen is the number of miles
that is considered to be L ocal Travel mileage.

@ Use the following procedures to establish a Miscellaneous parameter:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Miscellaneous button. The Miscellaneous
M aintenance screen appears.

L M Iu e ||-nr|1euux M difll Enance

Azzume Loca Travel for distances bass than ﬁl.‘,lj miles

Cancel | Erﬂinuimml

3. At thisscreen, enter the number of milesthat should be used as the maximum range for the
consideration of Local Travel mileage.
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4. After entering the Local Travel mileage, click the Previous Screen button. If no changes were
made, however, click the Cancel button.

Maintaining Unit Table

All organizations, having Coast Guard members or employees assigned, have been given a Unit
Number. Inaddition, any organization that funds official travel for members or employees of the
Coast Guard has also been assigned a Unit Number .

When a user account is established in UTS, this Unit Number becomes part of the traveler's
personal profile. UTS usesthe Unit Number to associate Travelers, Proxies, and Authorizing
Officials.

Unit information is stored in the UT S M aintenance M odule and can be added, modified, or
deleted by an individual with System Administrator privileges.

@ The following links provide detailed instructions for Adding, Modifying,
or Deleting Unit Information:

Adding Unit Information
Modifying Unit Information

Deleting Unit Information

Add New Unit Information

(2 Adding New Unit Information:
1. Login to the UTS Maintenance Module as a System Administrator.

2. Click onthe Add/M odify Units button. The Unit M aintenance screen appears.

- COAST GUARD MARINE SAFETY FIELD DFFICE CORAM MY
COSST GUARD STATIOM [SMALL) MERRIMAL RIVER
T-COAST GUARD STATION [SMALL) BOSTON
-COAST GLASD STATION [SMaLL) SCITUATE
COAST GUAR0 STATIOMN [SMALL) MEMERS HE
-COAST GUARD STATION [SMALL) AOCKAWRY
A - COAST FUARD STATION FROVIMCET WM
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3. Atthisscreen, adrop down listing of Unit Number s with a Description appears at the Unit
field.

4. Atthe Unit field, type the unit number for the new organization being added, then click the
Create New Unit button.

5. After clicking the Create New Unit button, the following screen appears:

D'escrintion:

fl
Dielaid A0 el
[1234m87

Diefmuk AD: Furds Type: [COASTEUARD

e O e e

6. At thisscreen, enter the required information at the following fields:
e Description - Click inthisfield, and enter a description of the new organization being added.

e Default AO Unit - Click inthisfield and alisting of al of the organizationsin the Units Table is
displayed. Select aunit by using any of the following methods.

(a). Type the unit number for the desired organization. When the desired Unit
Number/Description is highlighted, click on this organization.

(b). Click on the Up/Down ar rows on the right side of the unit listing window until the desired
Unit Number/Description is displayed, then click on this organization.

(c). Press the Up/Down arrows on the keyboard until the desired Unit Number/Description is
highlighted and then click on this organization.

Note: The unit number for the organization being added cannot be used, since the organization
doesn’t exist yet. After the process to add this unit to the table is completed, modify the Unit
Table to select this new organization as the Default AO Unit, if desired.

e Default AO - Any individuals with AO privileges for the unit shown at the Default AO
Unit field will belisted at thisfield. Point and click on the desired name to make a selection.

e FundsType- At thisfield alisting of various funding organizationsis displayed. Point and
click on the desired organization to make a selection.

Tip: Click onthe Cancel button if wishing to abort the input prior to saving the entries.
After entering the required information, click the Save Changes button.

When finished using the Unit Maintenance screen, click the Previous Screen button and click on
Y es at the Cancel This Screen pop-up to return to the UTS M aintenance screen.
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Modify or Delete Unit Information

2 Modify or Delete Unit Information:
1. Login to the UTS Maintenance Module as a System Administrator.

2. Click onthe Add/M odify Units button. The Unit M aintenance screen appears.

w. Uril Masntenance

a4l -C CH CHME

CHEACTIVITIES NEW YORE, DETACHMENT - Law ENFORCEMENT

-CO ACTIVITIES HEW wORE DETACHMENT - SUPPLY

-COAST GLARD MARINE SAFETY FIELD OFFICE CORAM MY
COAST GUSRD STATION SMALLY MERRIMAC RVER

-CO&ST GUARD STATION [SMALL) BOSTOM

-COAST GLARD STATION [SMaALL) SCITUATE
COAET GUERD STATION [SMALLJ MEMERSHA

-COAST GUARD STATION [SMALL) ADCEAWRY

-COAST GLARD STATION FROVINCE T W

3. At thisscreen, adrop down listing of Unit Number s with a Description appears at the Unit
field. Use any of the following methods to select a unit:

e  Typethe unit number for the desired organization. When the desired Unit
Number/Description is highlighted, click on this organization.

e Click on the Up/Down arrows on the right side of the unit listing window until the desired
Unit Number/Description is displayed, then click on this organization.

e Pressthe Up/Down arrows on the keyboard until the desired Unit Number/Description is
highlighted and then click on this organization.

4. After selecting a unit, by using either method described above, the following screen appears:
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Diescription:

(0651 GUAHD SEASCH & HESCUE D TACHMENT a5 T PORT W JONESFORT
Delaud AL il
[113;1.1? CALIFORSLE BISTITUTE OF TECHROLOGY

Defeuk A0: [E00T, AAG O Furds Type: [COASTGUSAD

USARD, BOB
USER.SUFER £

5. At this screen, the user may remove the unit from the table by clicking on the Delete
Organization button, or modify the existing information displayed at the following fields:

e Description - Click inthisfield, and enter a new description or modify the existing
information as required.

e Default AO Unit - Click inthisfield, and alisting of all of the organizationsin the Units
Tableisdisplayed. Select anew unit by using any of the methods described in step (3) above.

e Default AO - Any individuals with AO privileges for the unit shown at the Default AO
Unit field will belisted at thisfield. Point and click on the desired name to make a selection.

e FundsType- At thisfield, alisting of various funding organizationsis displayed. Point and
click on the desired organization to make a selection.

Tip: Click onthe Cancel button if wishing to abort the changes prior to saving the entries.
6. After modifying any existing information, click the Save Changes button.

7.  When finished using the Unit Maintenance screen, click the Previous Screen button and
click on Yes at the Cancel This Screen pop-up to return to the UT S M aintenance screen.

Importing Unit Data File

All organizations, having Coast Guard members or employees assigned, have been given a Unit
Number. In addition, any organization that funds official travel for members or employees of the
Coast Guard has also been assigned an Unit Number.

When auser account is established in UTS, this Unit Number becomes part of the traveler's
personal profile and is used by UTS to associate Travelers, Proxies, and Authorizing Officials.

Unit information is stored in the Unit Table, which residesin the UTS M aintenance M odule.

Thistable can be populated and updated by importing the data from afile that is generated
periodicaly, by PMIS- JUMPS.
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2 Use the following procedures to import the Unit Data File:
1. Login to the UTS Maintenance Module.

2. Click onthe Import - Update button. The Import Units from File screen appears.

& Imporl Umits from File

|mpost Fil=name:

3. At thisscreen, enter the path where the import file can be located and the filename at the
Import Filenamefield. For example; A:\UNITS.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the Unit Datafile islocated.

4. Oncethe correct path and filename is entered, click the Start Import button. UTS will begin
importing the file. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Units from File screen, click the Main M enu button to
return to the UTS M aintenance screen.

Importing Reimbursable Expense Descriptions

While processing atravel authorization or settlement using UTS, a pop-up table appears at the
Reimbur sable Expenses section when the cursor is positioned at the Description field.

The Reimbur sable Expense Descriptions are stored in the Reimbur sable Expense Table, which

residesin the UTS Maintenance Module. Thistable can be populated and updated by importing
the data from afile that is generated by IATS.

@ Use the following procedures to import the Reimbursable Expenses Data
File:

1. Login tothe UTS Maintenance Module.

2. Click onthe Import Reimbursable Desc. button. The Import Reimbur sable Descriptions
from IATS screen appears.
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& Impost Hembursable Dezcoplions From [ATS

3. At thisscreen, enter the path where the import file can be located and the filename at the
Import Filenamefield. For example; A:\EXPENSE.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the Reimbursable Expense Datafile islocated.

4. Oncethe correct path and filename is entered, click the Start Import button. UTS will begin
importing the file. If it isnecessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Reimbur sable Descriptions from | ATS screen, click the
Main M enu button to return to the UTS M aintenance screen.

Importing Personnel Data File

User accounts in the UTS database are automatically added and updated by importing afile
containing personnel information.

@ Use the following procedures to import the Personnel file:

1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update Personnel button. The Import
Per sonnel screen appears.

w. UTS Mamtenance: Imporil Personnel

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\PERSONS.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the personnel file is located.
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4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing thefile. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Personnel screen, click the Main M enu button to return to
the UT S M aintenance screen.

Importing Accounting Data

Accounting Appropriationsin the UTS database are automatically added and updated by
importing afile containing accounting lines.

@ Use the following procedures to import the Accounting file:

1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update Accounting button. The
Import Accounting screen appears.

w. UTS Masntenance: lmporl Accounbing

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\RT200038.DAT.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the accounting file islocated.

4. Oncethe correct path and filename is entered, click the Start Import button. UTS will begin
importing the file. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Accounting screen, click the M ain M enu button to return to
the UT'S M aintenance screen.
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Importing Object Codes

Object Codes in the UTS database are automatically added and updated by importing afile
containing Object Codes by Fiscal Year.

2 Use the following procedures to import Object Codes:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update Object Codes button. The
Import Object Codes from File screen appears.

& Impoil Dixect Codes From File

It Filename: F_h, \DEJF0E

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\OBJFY02.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the accounting fileislocated.

4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing thefile. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Object Codes from File screen, click the Main Menu
button to return to the UTS M aintenance screen.

Importing RAN Codes

RAN Codesin the UTS database are automatically added and updated by importing afile
containing RAN Codes.

@ Use the following procedures to import the RAN Codes file:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update RAN Codes button. The
Import RAN Codes from File screen appears.
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. Impoat HAM from File

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\RANOOO38.DAT.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the accounting file islocated.

4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing the file. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import RAN Codes from File screen, click the Main M enu button
to return to the UTS M aintenance screen.

Personal Profiles
About Profile

A Personal Profileisauser account that is created for every individual who will use UTS and
every traveler, who's claim is processed through UTS. This profile is used to store personal
information for the user and establishes their privileges. Profiles can only be created or deleted by
auser with System Administrator privileges.

The capabilities for a user to create, view, modify, or delete a personal profile varies according to
their View or Privilege asfollows:

e Traveler - May view, modify, or delete his’/her own profile.
e System Administrator - May create, view, modify, or delete any personal profile.

Note: Privileges can only be modified by users with a System Administrator View.

Creating Profiles
Personal Profilesfor UTS users or travelers are ordinarily created automatically by importing a
personnel file. Profiles may aso be created manually through the UTS M aintenance module by
an individual possessing the System Administrator privilege.

2 Manually creating a user Profile:

1. Login to the UTS Maintenance module.
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2. Click on the Profiles: Add/Update/Delete button and the Profile M aintenance screen
appears.

Create Mew Frofile

3. Click on the Create New button and the following Profile screen appears.

=

55M mmEE Lirit [118ea02

Lasst Narmer [CLEMENTS A00's Uni [116Eanz
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4. Complete each section with the information needed to identify the user.

5. Point to the field you wish to access, click the left mouse button.
6. Typetherequired information.

7.  When finished, press Enter or Tab to advance to the next field or point to the desired field
and click the left mouse button.

Note: The Work Address section is optional and every field except Phone can be left blank.
Tip: Don't forget to click on the Security and Financial buttons and complete those screens al so.

8. When finished completing the Personal Profile, Financial Information, and Security
Information screens, click the Save button.

See Also

Personal Information

Financial Information Screen

Security Information

Privileges

New Logon Password

New Secondary Password
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Additiona Information
Authentication Information
Modifying Profiles
Deleting Profiles

Modifying Profiles

To modify a Personal Profile, the UTS user must loginto UTSin either the Traveler or System
Administrator View mode.

(2 Modifying a Profile using the System Administrator View:
1. Login to the UTS Maintenance module.

2. Click onthe Profiles. Add/Update/Delete button and the Profile M aintenance screen
appears.

w. Profile Maintenance

Fleaze enter at least the first 2 characters for ether the Name or (D
M ame; [Dn:

00—

ID MNarme

Y
000000000 |USER, SUUPER 2 —
001010233 |ALLEN, JAMES =
(001010433 |ARCHER, MARK
(001010593 |BENJAMIN. JACOE J

BETTIS, JEROME S
BAKER, MARY K
001011599  CLEMENTS, MISTY M

DINGLEDEY, CARL

|I:IEI1|]1385IEI WJENKINS, JASON W
0010135953 WETER, MICHAEL M
|I:IIJ1EI14EEIEI |KING.DEINS

001014433 |KEMWNEY, LINDA &
0014533 |LEMMON, DORIS E
0010N4693  LEMARD, JERRY D

|IJIJ'I 014333 |H.-“-‘I.FIK'5, CALVIMN T

e

3. Atthisscreen, enter either the first (2) letters of the last name or the first (2) digits of the

Employee I D for the profile being modified. Any profiles matching the criteria appear in the
table.
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4. Click onthe desired profile, then click the M odify/View/Delete button. The Per sonal
Profile screen appears.

Goanchas Rk [E5

55M ommEE Lirit [118ea02
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5. At the Personal Profile screen, press Enter or Tab to advance through the input fields, or
point to the desired field and click the left mouse button.

6. Typetherequired change.
7. Click on the Save button when finished.

2 Modifying a Profile using the Traveler View:

1. Logintothe UTS Processing moduleinthe Traveler View. If logged in asaProxy or
Authorizing Official, click on the Log in as menu at the top of the UTS Request Status
screen and change the View to Traveler.

2. Atthe UTS Request Status screen, click on the Profile menu.

=4 UTS Request Status
File SetView Toolks Hi

[Ereate & liew Erafile
‘ Madify ar Wiew Prafile

3. At the Profile drop down menu, click on the M odify or View Profile option.

4. At the Personal Profile screen, press Enter or Tab to advance through the input fields, or
point to the desired field and click the left mouse button.

5. Type therequired change.
6. Click on the Save button when finished.

Tip: It may be necessary to click on the Security and Financial buttons and make changes at
those screens also.
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See Also

Personal Information
Financial Information Screen
Security Information
Privileges

New Logon Password

New Secondary Password
Additional Information
Authentication Information

Deleting Profiles

Personal Profiles may only be deleted by users with System Administrator privileges.
2 Deleting a Profile:

1. Login tothe UTS M aintenance module.

2. Click onthe Profiles. Add/Update/Delete button and the Profile M aintenance screen
appears.
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w. Profile Maintenance

Fleaze enter at least the first 2 characters for ether the Name or (D
M ame; [Dn:

00—

ID MNarme

Y
000000000 |USER, SUUPER 2 —
[001D10299  [ALLEN. JAMES .
(001010433 |ARCHER, MARK
(001010593 |BENJAMIN. JACOE J

BETTIS, JEROME S
001010833 [BAKER, MARY K
001011599  CLEMENTS, MISTY M

|IJEI1I.'I1389‘EI WJENKINS, JASON W
0010135953 WETER, MICHAEL M
|IJEI1IJ1439‘EI |KING. DOM S

001014433 |KEMWNEY, LINDA &

0014533 |LEMMON, DORIS E
0010N4693  LEMARD, JERRY D

|UIJ'IIJ14333 |H.-“-".HICS CALVIMN T

3. Atthisscreen, enter either the first (2) letters of the last name or the first (2) digits of the
User |D for the profile being modified. Any profiles matching the criteria appear in the table.

4. Click onthedesired profile, then click the M odify/View/Delete button. The Per sonal
Profile screen appears.

|
Fatzd Mo JEURLEY a = I
Hiddhe Initial | L
— Home Address

Humizeer, Stimed, Apl[171 W SOUTH 5T
Steststc e 2 |

Ciry | EET
Stale | BT
Zpwode [e4a33
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5.

At the Personal Profile screen, click the Delete button.

Personal Information

QEI Enter t

1.

10.

he information needed to identify the Traveler:

ID: Enter the traveler’sEmployee | D number to be used for logging into UTS. This
number must be (9) numeric characters.

SSN: Enter the traveler’s Social Security Number. When entering this number, do not use
spaces or dashes. Thisfield must also be (9) numeric characters.

Last Name: Enter the traveler’slast name.
First Name: Enter the traveler’s first name.
Middle Initial: Enter the traveler’ smiddle initial. (Optional).

Grade/Rank: Atthisfield, atable appearslisting the pay grades CIV, E1-E9, 01-010,
W1-W5, O1E-O3E, GS1-GS16, GM 1-GM 16, WG1-WG16 and WS1-WS16. Either type
the traveler’s pay grade or click the Up/Down arrow buttons until the desired pay grade is
displayed. Place the pointer on the desired pay grade and click the left mouse button to make
aselection.

Unit: Enter the (7) digit number representing the unit or agency the traveler is assigned to.

AQ’sUnit: Enter the (7) digit number representing the unit or agency the traveler’s
Authorizing Official isassigned to.

Privilege: When creating atraveler profile, the default privilegeis Traveler. To changethe
privilege, click on the Security Infor mation button.

Cost Center: Enter the (5) digit number representing the Cost Center associated to the
traveler’' s assigned Unit.

Note: The Privileges section can only be accessed by the System Administrator.

Home A

ddress

A Home Address must be entered into the Home Addr ess section of the Personal Profile screen
for every profile created.

=Home Address

Mumber. Strest, Apt [111 §. EAST ST

Shest, etc. ine 2 |

Citye [INDlaNAPOLIS
State [IM IMD1AMNA
Zipcode [46223

Fhone [317-333-4444
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1 Enter the required information at each field to complete the Home
Address section.

1. Poaint to the field you wish to access, click the left mouse button and the color changes to
gray.

2. Typetherequired information.

3. When finished, press Enter or Tab to advance to the next field or point to the desired field
and click the left mouse button.

Tip: Atthe State field, adrop down listing appears. Click the up/down arr ows on the right side
of the listing until the desired state or country name appears. Click on the name to populate the
Statefield.

Note: Addressline 2 and the Phone fields are optional. These fields may be left blank.

Work Address

With the exception of aWork Phone Number, the Work Addressis optional, when creating a
user profile. It isawaysagood idea, however, to obtain as much information as possible in case
it is necessary to route documentation through the traveler’ s office.

-Work Address
MHumber, Street, Apt. ||

Street, etc. line 2 |
City |
State |
Ziprode |

Phone [317-5551212

@ Enter the required information at each field to complete the Work
Address section.

1. Poaint to the field you wish to access, click the left mouse button and the color changes to
gray.
2. Typetherequired information.

3. When finished, press Enter or Tab to advance to the next field or point to the desired field
and click the left mouse button.

Tip: Atthe Statefield, adrop down listing appears. Click the Up/Down arrows on the right side
of the listing until the desired state or country name appears. Click on the name to populate the
State field.

Note: The Phone field cannot be left blank. A work phone number is mandatory when creating
auser profile.
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Financial Information

Credit Card Information

The Credit Card Information section of the Financia Information screen is used to identify
whether the traveler is participating in the Gover nment Charge Card Program.

Credit Card Information

Caedit Card Status: |[HOLDER OF GOVERM

MONE - NO CREDIT CARD

HOLDER OF GOVERNMENT CREDIT CARD
DECLIMER OF GOVERNMEMT CREDIT CARD
INFREQUENT TRAVELER

2 Enter the following Information to complete the Credit Card Information
section:

1. Makethe appropriate selection to identify the traveler’s credit card status:

e Credit Card Status- At thisfield, adrop down listing appears displaying several options.
Point and click on the desired option to make a selection.

2. When finished making a selection, click the Previous Screen button.

3. AtthePersonal Profile screen, click the Save button to save the credit card information.
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Security Information
Click the Security Infor mation button on the Per sonal Profile screen and the Security

Information screen appears. This screen is used to capture the information needed to grant access
to the UTS program.

. Prohle - Secunty Dpbions

FORRIS. il O

Prvvilegasz

Authonang Oftcial [T Syshems Admrisirsbes [T

~Mew Logon Passwerd —————————  ~ Hew Secondary Password

~Authentication Infomation
Mother's Maiden Mame [S===

Towsm of Bt

Additional Information
Drelaukt Buthoiizrg Do |'\.|| LEM. J&MES E

Sanatuse Prowy [BETTIS, JEROME
Oéfice Emai Addiess |

Hame Emai Addiess |

At this screen, the Traveler or System Administrator must enter the appropriate information to
compl ete each section.

@ The following links provide detailed information for completing these
sections:

Privileges

New Logon Password
New Secondary Password
Authentication Information
Additiona Information

Privileges

Privileges are associated with the View Modes. The privilege or view identifies what capabilities
and access the user possesses. When a user profileis created, the default privilegeis Traveler. A
user can be granted mor e than one privilege, however.

~ Privileges
Systerms Admrmtrator [
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Note: The Privileges for Authorizing Official, or System Administrator: can only be added or
changed by a System Administrator.

(2 Changing or Adding Privileges:

1
2.
3.

Login to the UTS Maintenance Module.
At the UT S M aintenance M enu, click on the Profiles: Add/Update/Delete button.

The next screen to appears requires the System Administrator to select atraveler. At this
screen, enter either the first (2) letters of the last name or the first (2) digits of the Employee
I D for the profile being modified. Any profiles matching the criteria appear in the table.

Click on the desired profile, then click the M odify/View/Delete button. The Personal
Profile screen appears.

At the Personal Profile screen, click the Security Infor mation button.

At the Security Infor mation screen, press Enter, Tab, or use the left and right arrow keys to
highlight the desired privilege.

Point to the desired or highlighted option and click the [eft mouse button. A check mark
appears next to the selected privilege.

Tip: Clicking on aprivilege that has acheck mark causes the check mark to disappear and de-
selects the privilege.

New Logon Password

The New Logon Password section is used to establish a unique Logon Password for every user
who will access UTS.

Tip: The Logon Password must be (8) characters. In addition, (2) of the characters must be
numeric.

Hew Logon Password

He-enterl

Enter!

At the Enter field, type the Password the user will enter when logging into UTS. After typing
the password and pressing Enter, the user is required to type the password a second time at the Re-
enter field.

Note: Passwords should only be known by the individual user. If the passwords were initially
created by the System Administrator, users should change their passwords after accessing UTS
for thefirst time.

See Also

Changing Passwords
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New Secondary Password

The Secondary Password serves as the electronic signature for releasing travel authorizations and
settlements for further processing. A Secondary Password must be created before auser is able to
loginto UTS.

Tip: The Secondary Password must be (8) characters. In addition, (2) of the characters must be
numeric.

Hew Secondary Password
Enter il

Re-enter I

At the Enter field, type the Secondary Password the user will type when releasing travel
authorizations and settlements. After typing the password and pressing Enter, the user is required
to type the password a second time at the Re-enter field.

Note: Passwords should only be known by the individual user. If the passwords were initially
created by the System Administrator, users should change their passwords after accessing UTS
for the first time.

See Also
Changing Passwords

Authentication Information

The Authentication Information section of the Security Information screen is used to verify a users
accessto the UTS program. When logging into UTS, the user isrequired to enter a password at
the UTS Password screen. |If the user cannot remember their password, access can be gained by
clicking on the Forgot my Password button and entering the authentication information. If this
information matches the authentication information previously entered into the UTS database,
accessis granted.

Authenbication Information

Mather's Maidsn "-Iqmu:l “““ Date al BII"'II """"

Tmnntﬁr:hl “““

At this screen enter the following information:
e Mother's Maiden Name
¢ Date of Birth

e Town of Birth

See Also
Logging into UTS
Forgot my Password
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Additional Information

The additional Information section is used to establish who is designated as an Authorizing
Official to approve travel actions. This section isalso used to establish who can act asa
Signature Proxy on behalf of the Traveler.

Additeenal Informaton

Defavit Authorizing Dffices [
Signature Prosy [SMITH, JOHM W

e Ermsl Adde:: [N~

Hume Ermal dddiess |

o Default Authorizing Officer: At thisfield, alisting of Names appears for individuals
possessing AO privilegesfor the Traveler’ s unit. Point to the desired name and click the | eft
mouse button to make a selection.

e Signature Proxy: Any individual belonging to the same unit as the Traveler, may be
designated as a Signature Proxy on behalf of the Traveler. At thisfield, the user must enter the
first (2) letters of the desired Signature Proxy’slast name. A listing of Names, beginning with
the two letters entered, appears. If the desired name is highlighted, press Enter. If the desired
name is not highlighted, click the Up/Down arrows on the keyboard to scroll through the list
until the correct name appears.

o Office Email Address: Enter an email address at thisfield in order to send/receive UTS
generated natificationsthat a Request for Authorization, Advance, or Settlement has been
forwarded to the AO, Traveler, or Proxy.

e Home Email address: For future use.

Changing Passwords

Passwords should only be known by the individual user. If the passwords were initially created
by the System Administrator, users should change their passwords after accessing UTS for the
first time.

Y Complete the following steps to change a Logon or Secondary
Password:

1. Loginto UTS. If the View mode displayed on the UTS Request Status or UTS Requests
Requiring Action screen is other than Traveler, change the view to Traveler to continue.

2. Atthe UTS Request Statusor UTS Requests Requiring Action screen, click on the Profile
menu.

3. At the Profile drop down menu, click on M odify or View Profile.
4. At the Personal Profile screen, click on the Security Information button.

5. At the Security Infor mation screen, press Enter or Tab to advance through the input fields
or point and click on the Enter field at the New L ogon Password or New Secondary
Password sections.
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~Hew Logon Password————— - Hew Secondary Pazsword
Eete | =
HE-E'ter| He-ml

Type anew Logon or Secondary Password and press Enter.
At the Re-enter field, type the new Logon or Secondary Password and press Enter.
Click on the Previous Screen button when finished.

© ® N o

At the Profile screen, click the Save button.

See Also
Changing View
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UTS Maintenance
About UTS Maintenance

The UTS Maintenance module is used to perform avariety of functions that are restricted to users
with System Administrator privileges. After logging into the UTS Maintenance module, the user
has the ability to perform the following actions:

e Exporttravel claimsfrom UTSto IATSfor computation

e Create, modify, and delete user profiles

e Maintain per diem rates and city names

e Reassign travel requests from one Authorizing Official to another
e Import data files containing ship information

e Establish Miscellaneous Parameters

e Moadify or delete unit information

e Import data files containing unit infor mation

e Import data files containing reimbur sable expense infor mation
e Import data files containing personnel infor mation

e |Import data files containing accounting appropriations

Maintenance Login

Access to the UTS Maintenance module is limited to users with System Administrator
privileges.

UTS Maintenance

UTS Maintenancs

Profeszional Soltware Consorbiom

YVersion 1.0
Apail B, 15533

Licensed for use by the U5 Coast Guard

Waming: Mot to be used by unauthorized
DEI'.IDI'I'IEI.

Uszer 1D: I
Pazsword: |

logn | Eat |

e User ID - At thisfield, the System Administrator must type his’her assigned Employee 1D
number and press Enter.

e Password - At thisfield, the System Administrator must type his/her assigned Password and
press Enter or click on the Login button.

See Also
About UTS Maintenance
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About System Administrators
New Logon Password

Changing Passwords

Exporting Claims

After a Request for Advance or Settlement has been approved by the Authorizing Official, an
export file must be created. The export file can then be imported into the Integrated Automated
Travel System  (IATS) for computation.

@ Use the following procedures to create a UTS Export File.

1.

2.

fie Aclions  Help

L ogin to the UTS Maintenance Module as a System Administrator.

Click onthe Export Claimsto IATS button. The UTS Export Claims screen appears.

UTS -- Export Clamms to IATS

58

Browse
IATS 1ephy diecion: | Eiowise

" Feexport old claims bom & paticulan date:

Export b direchong: |

At the UTS Export Claims screen, establish the export configuration by completing
following fields:

Export All New Claims - Thisoption is activated by default when this screen appears. If
creating an export file for new claims only, no action is necessary at thisfield. When this
option isused, UTS will create an export file containing the data for any new claims that were
not previously exported.

Re-Export Old Claims From a Particular Date - Click on this field to activate the option if
wishing to generate an export file from claims that were previoudly transmitted. When this
option is selected, UTS displays the current date as the default. If this dateis correct,
proceed with the process. If the dateis not correct, enter the desired date.

Export To Directory - At thisfield, enter the location where the export file will reside once
created. For example; C:\FROMUTS.

IATS Reply Directory - At thisfield, enter the location where the notification of claims
accepted by IATS will reside. For example; C:\FROMUTS\TOUTS.



Note: If the correct path and directory name is not known, click on the Browse button to search
the various system drives and directories until the desired directory islocated.

4. After entering the configuration information, click the Start Export button to begin creating
the export file.

5. If the process must be aborted while the file is being created, click the Stop button.
6. When finished creating the export file, click the Main M enu button.

7. Atthe UTS Maintenance screen, click the Exit button to terminate the Maintenance module.

Maintaining Cities and City Rates

Each month, afileis distributed that updates the per diem ratesthat are stored inthe UTS
database. Thereisalso atable storingthe CONUS/OCONUS city names that is also updated
periodically. These tables can be updated by a user with System Administrator privileges.

2 Complete the following steps to update the Cities and City Rates tables:
1. Login to the UTS Maintenance module.

2. At the UTS Maintenance menu, click the Citiesand City Rates button. The UTS
Rates/Cities Update screen appears.

wm. UTS Halez/Ciies Updale

3. Atthisscreen, click either the Update Rates or the Update City List tab, depending on
which tableis being updated.

4. Typethepath and the filename of the update file being processed at the Rates Filefield. If
the correct path and filename is not known, click on the Browse button to search the various
system drives and directories until the desired update file is located.

5. After the correct path and the filename are entered, click the Start Rates or City Update
button.

6. If the process must be aborted while the update is running, click the Stop button.
7. When finished updating the Cities and City Ratestable, click the Main M enu button.

8. Atthe UTS Maintenance screen, click the Exit button to terminate the Maintenance module.
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Reassigning Authorizing Official
When user accounts are created in UTS, a default Authorizing Official, (AO), is established for
the purpose of approving travel authorizations, advances and settlements. If aparticular AO

will be unavailable to approve the requested action, however, a substitute AO can be assigned.
Thisis accomplished through the Maintenance Module by reassigning the AO.

[ Use the following procedures to reassign an Authorizing Official:
1. Login to the UTS Maintenance Module as a System Administrator.

2. Click onthe Authorizing Officer Maintenance button. The Authorizing Official
Reassignment screen appears.

. Authorizing Dificial Reazsignment

Linit: |1 166402

Pleaze snber at kmast the Birst 2 characiers for mither bhe Mame or 1D

3. AttheAuthorizing Official Reassignment screen, enter the unit number, for the AO who's
requests are to be re-assigned, at the Unit field.

4. Display alisting of individuals eligible for selection as a substitute AO by entering the fir st
two characters of either the Last Name or the Employee I D in the corresponding fields.

5. Whenthelist of namesis displayed, click on the desired name or press the Up/Down arrows
on the keyboard to highlight the correct name and press Enter.

6. After selecting the substitute AO, click the Reassign Requests button. The Reassign
Requests screen appears.
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7. At the Reassign Requests screen, the following options are available:

e Select All - Click on this button to select all of the travel requests listed at the Reassign
Requests screen. Once the items are selected, the user can click on the Return To Submitter
or Forward To Another AO option.

e Clear All - Click on this button to de-select all of the travel requests presently highlighted.

e Return To Submitter - After selecting atravel request, click on this button to return the
selected request back to the submitting individual.

e Forward To Another AO - After selecting atravel request, click on this button to forward
the transaction to a different AO. When this option is selected, UTS displays the Forward
Claimsto Selected AO screen. At this screen the user must select the AO, who will receive
the transaction.

e Replace AsDefault AO - Click on this button to replace the AO selected at the Authorizing
Official Reassignment screen. After clicking this button, UTS displays the Replacement
AO screen. At this screen the user must select the AO, who will replace the original default
AO.

e Previous Screen - Click on this button to return to the previous screen -

8. When finished performing the reassignments, click the Previous Screen button until the UTS
M aintenance menu reappears.

Maintaining Ships Table

When aclaim is processed for a Coast Guard member involving sea duty on board a government
ship, atransaction is generated by |ATS for the purpose of making pay adjustments. The UTS
database includes a table that contains the names of ships belonging to the US Coast Guard. The
information stored in thistable is used to identify the traveler’sassigned vessel. Thistableis
populated and updated by importing afile that contains the ship information.

@ Use the following procedures to import the Ships file:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Update Ships List button. The Import Ships
Screen appears.
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. UTS Masntenance: lmporl Shps

3. At thisscreen, enter the path, where the import file can be located, and the filename, at the
Import Filenamefield. For example; A:\SHIPS.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the Ships datafile islocated.

4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing thefile. If it is necessary to terminate the process prior to completion, click the Stop
button.

5.  When finished using the Import Ships screen, click the Main M enu button to return to the UTS
M aintenance screen.

Establishing Miscellaneous Parameters
On occasion, it may be necessary to make an adjustment to a limiting value for a particular input
field. Thisisaccomplished by accessing the UT S M aintenance module and selecting the
M iscellaneous feature.

Note: At thistime, the only parameter that may be adjusted at this screen is the number of miles
that is considered to be L ocal Travel mileage.

@ Use the following procedures to establish a Miscellaneous parameter:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Miscellaneous button. The Miscellaneous
M aintenance screen appears.

L M Iu e ||-nr|1euux M difll Enance

Azzume Loca Travel for distances bass than ﬁl.‘,lj miles

Cancel | Erﬂinuimml

3. At thisscreen, enter the number of milesthat should be used as the maximum range for the
consideration of Local Travel mileage.
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4. After entering the Local Travel mileage, click the Previous Screen button. If no changes were
made, however, click the Cancel button.

Maintaining Unit Table

All organizations, having Coast Guard members or employees assigned, have been given a Unit
Number. Inaddition, any organization that funds official travel for members or employees of the
Coast Guard has also been assigned a Unit Number .

When a user account is established in UTS, this Unit Number becomes part of the traveler's
personal profile. UTS usesthe Unit Number to associate Travelers, Proxies, and Authorizing
Officials.

Unit information is stored in the UT S M aintenance M odule and can be added, modified, or
deleted by an individual with System Administrator privileges.

@ The following links provide detailed instructions for Adding, Modifying,
or Deleting Unit Information:

Adding Unit Information
Modifying Unit Information

Deleting Unit Information

Add New Unit Information

(2 Adding New Unit Information:
1. Login to the UTS Maintenance Module as a System Administrator.

2. Click onthe Add/M odify Units button. The Unit M aintenance screen appears.

- COAST GUARD MARINE SAFETY FIELD DFFICE CORAM MY
COSST GUARD STATIOM [SMALL) MERRIMAL RIVER
T-COAST GUARD STATION [SMALL) BOSTON
-COAST GLASD STATION [SMaLL) SCITUATE
COAST GUAR0 STATIOMN [SMALL) MEMERS HE
-COAST GUARD STATION [SMALL) AOCKAWRY
A - COAST FUARD STATION FROVIMCET WM
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3. Atthisscreen, adrop down listing of Unit Number s with a Description appears at the Unit
field.

4. Atthe Unit field, type the unit number for the new organization being added, then click the
Create New Unit button.

5. After clicking the Create New Unit button, the following screen appears:

D'escrintion:

fl
Dielaid A0 el
[1234m87

Diefmuk AD: Furds Type: [COASTEUARD

e O e e

6. At thisscreen, enter the required information at the following fields:
e Description - Click inthisfield, and enter a description of the new organization being added.

e Default AO Unit - Click inthisfield and alisting of al of the organizationsin the Units Table is
displayed. Select aunit by using any of the following methods.

(a). Type the unit number for the desired organization. When the desired Unit
Number/Description is highlighted, click on this organization.

(b). Click on the Up/Down ar rows on the right side of the unit listing window until the desired
Unit Number/Description is displayed, then click on this organization.

(c). Press the Up/Down arrows on the keyboard until the desired Unit Number/Description is
highlighted and then click on this organization.

Note: The unit number for the organization being added cannot be used, since the organization
doesn’t exist yet. After the process to add this unit to the table is completed, modify the Unit
Table to select this new organization as the Default AO Unit, if desired.

e Default AO - Any individuals with AO privileges for the unit shown at the Default AO
Unit field will belisted at thisfield. Point and click on the desired name to make a selection.

e FundsType- At thisfield alisting of various funding organizationsis displayed. Point and
click on the desired organization to make a selection.

Tip: Click onthe Cancel button if wishing to abort the input prior to saving the entries.
After entering the required information, click the Save Changes button.

When finished using the Unit Maintenance screen, click the Previous Screen button and click on
Y es at the Cancel This Screen pop-up to return to the UTS M aintenance screen.
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Modify or Delete Unit Information

2 Modify or Delete Unit Information:
1. Login to the UTS Maintenance Module as a System Administrator.

2. Click onthe Add/M odify Units button. The Unit M aintenance screen appears.

w. Uril Masntenance

a4l -C CH CHME

CHEACTIVITIES NEW YORE, DETACHMENT - Law ENFORCEMENT

-CO ACTIVITIES HEW wORE DETACHMENT - SUPPLY
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-COAST GLARD STATION FROVINCE T W

3. At thisscreen, adrop down listing of Unit Number s with a Description appears at the Unit
field. Use any of the following methods to select a unit:

e  Typethe unit number for the desired organization. When the desired Unit
Number/Description is highlighted, click on this organization.

e Click on the Up/Down arrows on the right side of the unit listing window until the desired
Unit Number/Description is displayed, then click on this organization.

e Pressthe Up/Down arrows on the keyboard until the desired Unit Number/Description is
highlighted and then click on this organization.

4. After selecting a unit, by using either method described above, the following screen appears:
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5. At this screen, the user may remove the unit from the table by clicking on the Delete
Organization button, or modify the existing information displayed at the following fields:

e Description - Click inthisfield, and enter a new description or modify the existing
information as required.

e Default AO Unit - Click inthisfield, and alisting of all of the organizationsin the Units
Tableisdisplayed. Select anew unit by using any of the methods described in step (3) above.

e Default AO - Any individuals with AO privileges for the unit shown at the Default AO
Unit field will belisted at thisfield. Point and click on the desired name to make a selection.

e FundsType- At thisfield, alisting of various funding organizationsis displayed. Point and
click on the desired organization to make a selection.

Tip: Click onthe Cancel button if wishing to abort the changes prior to saving the entries.
6. After modifying any existing information, click the Save Changes button.

7.  When finished using the Unit Maintenance screen, click the Previous Screen button and
click on Yes at the Cancel This Screen pop-up to return to the UT S M aintenance screen.

Importing Unit Data File

All organizations, having Coast Guard members or employees assigned, have been given a Unit
Number. In addition, any organization that funds official travel for members or employees of the
Coast Guard has also been assigned an Unit Number.

When auser account is established in UTS, this Unit Number becomes part of the traveler's
personal profile and is used by UTS to associate Travelers, Proxies, and Authorizing Officials.

Unit information is stored in the Unit Table, which residesin the UTS M aintenance M odule.

Thistable can be populated and updated by importing the data from afile that is generated
periodicaly, by PMIS- JUMPS.
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2 Use the following procedures to import the Unit Data File:
1. Login to the UTS Maintenance Module.

2. Click onthe Import - Update button. The Import Units from File screen appears.

& Imporl Umits from File

|mpost Fil=name:

3. At thisscreen, enter the path where the import file can be located and the filename at the
Import Filenamefield. For example; A:\UNITS.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the Unit Datafile islocated.

4. Oncethe correct path and filename is entered, click the Start Import button. UTS will begin
importing the file. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Units from File screen, click the Main M enu button to
return to the UTS M aintenance screen.

Importing Reimbursable Expense Descriptions

While processing atravel authorization or settlement using UTS, a pop-up table appears at the
Reimbur sable Expenses section when the cursor is positioned at the Description field.

The Reimbur sable Expense Descriptions are stored in the Reimbur sable Expense Table, which

residesin the UTS Maintenance Module. Thistable can be populated and updated by importing
the data from afile that is generated by IATS.

@ Use the following procedures to import the Reimbursable Expenses Data
File:

1. Login tothe UTS Maintenance Module.

2. Click onthe Import Reimbursable Desc. button. The Import Reimbur sable Descriptions
from IATS screen appears.
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& Impost Hembursable Dezcoplions From [ATS

3. At thisscreen, enter the path where the import file can be located and the filename at the
Import Filenamefield. For example; A:\EXPENSE.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the Reimbursable Expense Datafile islocated.

4. Oncethe correct path and filename is entered, click the Start Import button. UTS will begin
importing the file. If it isnecessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Reimbur sable Descriptions from | ATS screen, click the
Main M enu button to return to the UTS M aintenance screen.

Importing Personnel Data File

User accounts in the UTS database are automatically added and updated by importing afile
containing personnel information.

@ Use the following procedures to import the Personnel file:

1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update Personnel button. The Import
Per sonnel screen appears.

w. UTS Mamtenance: Imporil Personnel

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\PERSONS.XXX.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the personnel file is located.
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4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing thefile. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Personnel screen, click the Main M enu button to return to
the UT S M aintenance screen.

Importing Accounting Data

Accounting Appropriationsin the UTS database are automatically added and updated by
importing afile containing accounting lines.

@ Use the following procedures to import the Accounting file:

1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update Accounting button. The
Import Accounting screen appears.

w. UTS Masntenance: lmporl Accounbing

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\RT200038.DAT.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the accounting file islocated.

4. Oncethe correct path and filename is entered, click the Start Import button. UTS will begin
importing the file. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Accounting screen, click the M ain M enu button to return to
the UT'S M aintenance screen.
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Importing Object Codes

Object Codes in the UTS database are automatically added and updated by importing afile
containing Object Codes by Fiscal Year.

2 Use the following procedures to import Object Codes:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update Object Codes button. The
Import Object Codes from File screen appears.

& Impoil Dixect Codes From File

It Filename: F_h, \DEJF0E

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\OBJFY02.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the accounting fileislocated.

4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing thefile. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import Object Codes from File screen, click the Main Menu
button to return to the UTS M aintenance screen.

Importing RAN Codes

RAN Codesin the UTS database are automatically added and updated by importing afile
containing RAN Codes.

@ Use the following procedures to import the RAN Codes file:
1. Login tothe UTS Maintenance Module.

2. Atthe UTS Maintenance screen, click on the Import/Update RAN Codes button. The
Import RAN Codes from File screen appears.
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. Impoat HAM from File

3. At thisscreen, enter the path, where the import file can be located, and the filename at the
Import Filenamefield. For example; A:\RANOOO38.DAT.

Note: If the correct path and filename is not known, click on the Browse button to search the
various system drives and directories until the accounting file islocated.

4. Once the correct path and filename is entered, click the Start Import button. UTSwill begin
importing the file. If it is necessary to terminate the process prior to completion, click the
Stop button.

5. When finished using the Import RAN Codes from File screen, click the Main M enu button
to return to the UTS M aintenance screen.

Personal Profiles
About Profile

A Personal Profileisauser account that is created for every individual who will use UTS and
every traveler, who's claim is processed through UTS. This profile is used to store personal
information for the user and establishes their privileges. Profiles can only be created or deleted by
auser with System Administrator privileges.

The capabilities for a user to create, view, modify, or delete a personal profile varies according to
their View or Privilege asfollows:

e Traveler - May view, modify, or delete his’/her own profile.
e System Administrator - May create, view, modify, or delete any personal profile.

Note: Privileges can only be modified by users with a System Administrator View.

Creating Profiles
Personal Profilesfor UTS users or travelers are ordinarily created automatically by importing a
personnel file. Profiles may aso be created manually through the UTS M aintenance module by
an individual possessing the System Administrator privilege.

2 Manually creating a user Profile:

1. Login to the UTS Maintenance module.
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2. Click on the Profiles: Add/Update/Delete button and the Profile M aintenance screen
appears.

Create Mew Frofile

3. Click on the Create New button and the following Profile screen appears.
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4. Complete each section with the information needed to identify the user.

5. Point to the field you wish to access, click the left mouse button.
6. Typetherequired information.

7.  When finished, press Enter or Tab to advance to the next field or point to the desired field
and click the left mouse button.

Note: The Work Address section is optional and every field except Phone can be left blank.
Tip: Don't forget to click on the Security and Financial buttons and complete those screens al so.

8. When finished completing the Personal Profile, Financial Information, and Security
Information screens, click the Save button.

See Also

Personal Information

Financial Information Screen

Security Information

Privileges

New Logon Password

New Secondary Password
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Additiona Information
Authentication Information
Modifying Profiles
Deleting Profiles

Modifying Profiles

To modify a Personal Profile, the UTS user must loginto UTSin either the Traveler or System
Administrator View mode.

(2 Modifying a Profile using the System Administrator View:
1. Login to the UTS Maintenance module.

2. Click onthe Profiles. Add/Update/Delete button and the Profile M aintenance screen
appears.

w. Profile Maintenance

Fleaze enter at least the first 2 characters for ether the Name or (D
M ame; [Dn:

00—

ID MNarme

Y
000000000 |USER, SUUPER 2 —
001010233 |ALLEN, JAMES =
(001010433 |ARCHER, MARK
(001010593 |BENJAMIN. JACOE J

BETTIS, JEROME S
BAKER, MARY K
001011599  CLEMENTS, MISTY M

DINGLEDEY, CARL

|I:IEI1|]1385IEI WJENKINS, JASON W
0010135953 WETER, MICHAEL M
|I:IIJ1EI14EEIEI |KING.DEINS

001014433 |KEMWNEY, LINDA &
0014533 |LEMMON, DORIS E
0010N4693  LEMARD, JERRY D

|IJIJ'I 014333 |H.-“-‘I.FIK'5, CALVIMN T

e

3. Atthisscreen, enter either the first (2) letters of the last name or the first (2) digits of the

Employee I D for the profile being modified. Any profiles matching the criteria appear in the
table.
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4. Click onthe desired profile, then click the M odify/View/Delete button. The Per sonal
Profile screen appears.

Goanchas Rk [E5
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5. At the Personal Profile screen, press Enter or Tab to advance through the input fields, or
point to the desired field and click the left mouse button.

6. Typetherequired change.
7. Click on the Save button when finished.

2 Modifying a Profile using the Traveler View:

1. Logintothe UTS Processing moduleinthe Traveler View. If logged in asaProxy or
Authorizing Official, click on the Log in as menu at the top of the UTS Request Status
screen and change the View to Traveler.

2. Atthe UTS Request Status screen, click on the Profile menu.

=4 UTS Request Status
File SetView Toolks Hi

[Ereate & liew Erafile
‘ Madify ar Wiew Prafile

3. At the Profile drop down menu, click on the M odify or View Profile option.

4. At the Personal Profile screen, press Enter or Tab to advance through the input fields, or
point to the desired field and click the left mouse button.

5. Type therequired change.
6. Click on the Save button when finished.

Tip: It may be necessary to click on the Security and Financial buttons and make changes at
those screens also.
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See Also

Personal Information
Financial Information Screen
Security Information
Privileges

New Logon Password

New Secondary Password
Additional Information
Authentication Information

Deleting Profiles

Personal Profiles may only be deleted by users with System Administrator privileges.
2 Deleting a Profile:

1. Login tothe UTS M aintenance module.

2. Click onthe Profiles. Add/Update/Delete button and the Profile M aintenance screen
appears.
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w. Profile Maintenance

Fleaze enter at least the first 2 characters for ether the Name or (D
M ame; [Dn:

00—

ID MNarme

Y
000000000 |USER, SUUPER 2 —
[001D10299  [ALLEN. JAMES .
(001010433 |ARCHER, MARK
(001010593 |BENJAMIN. JACOE J

BETTIS, JEROME S
001010833 [BAKER, MARY K
001011599  CLEMENTS, MISTY M

|IJEI1I.'I1389‘EI WJENKINS, JASON W
0010135953 WETER, MICHAEL M
|IJEI1IJ1439‘EI |KING. DOM S

001014433 |KEMWNEY, LINDA &

0014533 |LEMMON, DORIS E
0010N4693  LEMARD, JERRY D

|UIJ'IIJ14333 |H.-“-".HICS CALVIMN T

3. Atthisscreen, enter either the first (2) letters of the last name or the first (2) digits of the
User |D for the profile being modified. Any profiles matching the criteria appear in the table.

4. Click onthedesired profile, then click the M odify/View/Delete button. The Per sonal
Profile screen appears.
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5.

At the Personal Profile screen, click the Delete button.

Personal Information

QEI Enter t

1.

10.

he information needed to identify the Traveler:

ID: Enter the traveler’sEmployee | D number to be used for logging into UTS. This
number must be (9) numeric characters.

SSN: Enter the traveler’s Social Security Number. When entering this number, do not use
spaces or dashes. Thisfield must also be (9) numeric characters.

Last Name: Enter the traveler’slast name.
First Name: Enter the traveler’s first name.
Middle Initial: Enter the traveler’ smiddle initial. (Optional).

Grade/Rank: Atthisfield, atable appearslisting the pay grades CIV, E1-E9, 01-010,
W1-W5, O1E-O3E, GS1-GS16, GM 1-GM 16, WG1-WG16 and WS1-WS16. Either type
the traveler’s pay grade or click the Up/Down arrow buttons until the desired pay grade is
displayed. Place the pointer on the desired pay grade and click the left mouse button to make
aselection.

Unit: Enter the (7) digit number representing the unit or agency the traveler is assigned to.

AQ’sUnit: Enter the (7) digit number representing the unit or agency the traveler’s
Authorizing Official isassigned to.

Privilege: When creating atraveler profile, the default privilegeis Traveler. To changethe
privilege, click on the Security Infor mation button.

Cost Center: Enter the (5) digit number representing the Cost Center associated to the
traveler’' s assigned Unit.

Note: The Privileges section can only be accessed by the System Administrator.

Home A

ddress

A Home Address must be entered into the Home Addr ess section of the Personal Profile screen
for every profile created.

=Home Address

Mumber. Strest, Apt [111 §. EAST ST

Shest, etc. ine 2 |

Citye [INDlaNAPOLIS
State [IM IMD1AMNA
Zipcode [46223

Fhone [317-333-4444
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1 Enter the required information at each field to complete the Home
Address section.

1. Poaint to the field you wish to access, click the left mouse button and the color changes to
gray.

2. Typetherequired information.

3. When finished, press Enter or Tab to advance to the next field or point to the desired field
and click the left mouse button.

Tip: Atthe State field, adrop down listing appears. Click the up/down arr ows on the right side
of the listing until the desired state or country name appears. Click on the name to populate the
Statefield.

Note: Addressline 2 and the Phone fields are optional. These fields may be left blank.

Work Address

With the exception of aWork Phone Number, the Work Addressis optional, when creating a
user profile. It isawaysagood idea, however, to obtain as much information as possible in case
it is necessary to route documentation through the traveler’ s office.

-Work Address
MHumber, Street, Apt. ||

Street, etc. line 2 |
City |
State |
Ziprode |

Phone [317-5551212

@ Enter the required information at each field to complete the Work
Address section.

1. Poaint to the field you wish to access, click the left mouse button and the color changes to
gray.
2. Typetherequired information.

3. When finished, press Enter or Tab to advance to the next field or point to the desired field
and click the left mouse button.

Tip: Atthe Statefield, adrop down listing appears. Click the Up/Down arrows on the right side
of the listing until the desired state or country name appears. Click on the name to populate the
State field.

Note: The Phone field cannot be left blank. A work phone number is mandatory when creating
auser profile.
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Financial Information

Credit Card Information

The Credit Card Information section of the Financia Information screen is used to identify
whether the traveler is participating in the Gover nment Charge Card Program.

Credit Card Information

Caedit Card Status: |[HOLDER OF GOVERM

MONE - NO CREDIT CARD

HOLDER OF GOVERNMENT CREDIT CARD
DECLIMER OF GOVERNMEMT CREDIT CARD
INFREQUENT TRAVELER

2 Enter the following Information to complete the Credit Card Information
section:

1. Makethe appropriate selection to identify the traveler’s credit card status:

e Credit Card Status- At thisfield, adrop down listing appears displaying several options.
Point and click on the desired option to make a selection.

2. When finished making a selection, click the Previous Screen button.

3. AtthePersonal Profile screen, click the Save button to save the credit card information.
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Security Information
Click the Security Infor mation button on the Per sonal Profile screen and the Security

Information screen appears. This screen is used to capture the information needed to grant access
to the UTS program.

. Prohle - Secunty Dpbions

FORRIS. il O

Prvvilegasz

Authonang Oftcial [T Syshems Admrisirsbes [T

~Mew Logon Passwerd —————————  ~ Hew Secondary Password

~Authentication Infomation
Mother's Maiden Mame [S===

Towsm of Bt

Additional Information
Drelaukt Buthoiizrg Do |'\.|| LEM. J&MES E

Sanatuse Prowy [BETTIS, JEROME
Oéfice Emai Addiess |

Hame Emai Addiess |

At this screen, the Traveler or System Administrator must enter the appropriate information to
compl ete each section.

@ The following links provide detailed information for completing these
sections:

Privileges

New Logon Password
New Secondary Password
Authentication Information
Additiona Information

Privileges

Privileges are associated with the View Modes. The privilege or view identifies what capabilities
and access the user possesses. When a user profileis created, the default privilegeis Traveler. A
user can be granted mor e than one privilege, however.

~ Privileges
Systerms Admrmtrator [
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Note: The Privileges for Authorizing Official, or System Administrator: can only be added or
changed by a System Administrator.

(2 Changing or Adding Privileges:

1
2.
3.

Login to the UTS Maintenance Module.
At the UT S M aintenance M enu, click on the Profiles: Add/Update/Delete button.

The next screen to appears requires the System Administrator to select atraveler. At this
screen, enter either the first (2) letters of the last name or the first (2) digits of the Employee
I D for the profile being modified. Any profiles matching the criteria appear in the table.

Click on the desired profile, then click the M odify/View/Delete button. The Personal
Profile screen appears.

At the Personal Profile screen, click the Security Infor mation button.

At the Security Infor mation screen, press Enter, Tab, or use the left and right arrow keys to
highlight the desired privilege.

Point to the desired or highlighted option and click the [eft mouse button. A check mark
appears next to the selected privilege.

Tip: Clicking on aprivilege that has acheck mark causes the check mark to disappear and de-
selects the privilege.

New Logon Password

The New Logon Password section is used to establish a unique Logon Password for every user
who will access UTS.

Tip: The Logon Password must be (8) characters. In addition, (2) of the characters must be
numeric.

Hew Logon Password

He-enterl

Enter!

At the Enter field, type the Password the user will enter when logging into UTS. After typing
the password and pressing Enter, the user is required to type the password a second time at the Re-
enter field.

Note: Passwords should only be known by the individual user. If the passwords were initially
created by the System Administrator, users should change their passwords after accessing UTS
for thefirst time.

See Also

Changing Passwords
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New Secondary Password

The Secondary Password serves as the electronic signature for releasing travel authorizations and
settlements for further processing. A Secondary Password must be created before auser is able to
loginto UTS.

Tip: The Secondary Password must be (8) characters. In addition, (2) of the characters must be
numeric.

Hew Secondary Password
Enter il

Re-enter I

At the Enter field, type the Secondary Password the user will type when releasing travel
authorizations and settlements. After typing the password and pressing Enter, the user is required
to type the password a second time at the Re-enter field.

Note: Passwords should only be known by the individual user. If the passwords were initially
created by the System Administrator, users should change their passwords after accessing UTS
for the first time.

See Also
Changing Passwords

Authentication Information

The Authentication Information section of the Security Information screen is used to verify a users
accessto the UTS program. When logging into UTS, the user isrequired to enter a password at
the UTS Password screen. |If the user cannot remember their password, access can be gained by
clicking on the Forgot my Password button and entering the authentication information. If this
information matches the authentication information previously entered into the UTS database,
accessis granted.

Authenbication Information

Mather's Maidsn "-Iqmu:l “““ Date al BII"'II """"

Tmnntﬁr:hl “““

At this screen enter the following information:
e Mother's Maiden Name
¢ Date of Birth

e Town of Birth

See Also
Logging into UTS
Forgot my Password
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Additional Information

The additional Information section is used to establish who is designated as an Authorizing
Official to approve travel actions. This section isalso used to establish who can act asa
Signature Proxy on behalf of the Traveler.

Additeenal Informaton

Defavit Authorizing Dffices [
Signature Prosy [SMITH, JOHM W

e Ermsl Adde:: [N~

Hume Ermal dddiess |

o Default Authorizing Officer: At thisfield, alisting of Names appears for individuals
possessing AO privilegesfor the Traveler’ s unit. Point to the desired name and click the | eft
mouse button to make a selection.

e Signature Proxy: Any individual belonging to the same unit as the Traveler, may be
designated as a Signature Proxy on behalf of the Traveler. At thisfield, the user must enter the
first (2) letters of the desired Signature Proxy’slast name. A listing of Names, beginning with
the two letters entered, appears. If the desired name is highlighted, press Enter. If the desired
name is not highlighted, click the Up/Down arrows on the keyboard to scroll through the list
until the correct name appears.

o Office Email Address: Enter an email address at thisfield in order to send/receive UTS
generated natificationsthat a Request for Authorization, Advance, or Settlement has been
forwarded to the AO, Traveler, or Proxy.

e Home Email address: For future use.

Changing Passwords

Passwords should only be known by the individual user. If the passwords were initially created
by the System Administrator, users should change their passwords after accessing UTS for the
first time.

Y Complete the following steps to change a Logon or Secondary
Password:

1. Loginto UTS. If the View mode displayed on the UTS Request Status or UTS Requests
Requiring Action screen is other than Traveler, change the view to Traveler to continue.

2. Atthe UTS Request Statusor UTS Requests Requiring Action screen, click on the Profile
menu.

3. At the Profile drop down menu, click on M odify or View Profile.
4. At the Personal Profile screen, click on the Security Information button.

5. At the Security Infor mation screen, press Enter or Tab to advance through the input fields
or point and click on the Enter field at the New L ogon Password or New Secondary
Password sections.
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~Hew Logon Password————— - Hew Secondary Pazsword
Eete | =
HE-E'ter| He-ml

Type anew Logon or Secondary Password and press Enter.
At the Re-enter field, type the new Logon or Secondary Password and press Enter.
Click on the Previous Screen button when finished.

© ® N o

At the Profile screen, click the Save button.

See Also
Changing View
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Views
About Views

The Unit Travel System (UTS) can be operated in one of four different view modes. The various
view modes are used to determine what privileges and capabilities the user possesses. View
modes are associated to the users profile and are established by the System Administrator.

When a user account is created, the default view is Traveler unless the System Administrator
gives the user Authorizing Official or System Administrator privileges.

Note: Any user can change their view to Proxy and perform services on behalf of any other
Traveler sharing the same unit number.

Tip: A View can also be defined as the user’s Privilege.

See Also

Changing Views

About Profiles

About Travelers

About Proxies

About Authorizing Officias
About System Administrators

View Modes

Traveler, Proxy, Authorizing Official, System Administrator

Changing View
When a Personal Profileis created, auser may be given privileges for several different View

modes. In order to perform the functions associated with a particular view, however, it may be
necessary to change the View after logging into UTS.

2 Complete the following steps to change a View mode:

1. Loginto UTS. Noticethat the type of View isdisplayed at the View field onthe UTS
Request Statusor UTS Requests Requiring Action screen.

2. Click ontheLogin asmenu. A drop down menu appears listing the various view modes that
the user has privileges for.
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TRAVELER

3. Click onthe View mode you wish to use.
4. The new mode will appear at the View field.

See Also

View Modes

About Travelers

About Proxies

About Authorizing Officials
About System Administrators

Traveler

About Travelers

The Traveler View mode is used by individuals who perform travel on behalf of the US
Government and will use UTS to process their requests for advance or reimbursement of travel
expenses. When logged into UTS in the Traveler View, the user has the ability to generate a
variety of travel actions.

By clicking on the File menu at the UT S Request Status screen and then selecting the Create
option, the following drop down menu appears. The user may then select the desired action.

Fequest for TOY Travel Authorization
Request for MILPCS Travel Authorization

Fequest for Advance
Local 1164
Request far Settlement

TD%'Travel Order Previously Approved
FILFCS T ravel Order Previouzsly Approved

Travelers will use UTSto initially request atravel authorization and then a subsequent request
for advance, or settlement at the conclusion of the trip.
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See Also

About Travel Authorizations
About Travel Orders

About Travel Advances
About Travel Settlements
About Local 1164 Travel

Proxy
About Proxy

There are two different Proxy capabilities that can be established within UTS.
e Agency Proxy
e Signature Proxy

Agency Proxy

Any individual possessing an active UTS user account may act as a Proxy for requesting travel
actions on the behalf of any traveler within the same organization. When logged into UTS in the
Proxy view, the user has the ability to initiate a variety of travel actions for any other individual
assigned to the same unit. The Agency Proxy completes the initial request on the behalf of the
traveler, but cannot release the action for further processing. The action may only be released by
the Traveler or the Signature Proxy.

By clicking on the File menu and then selecting the Cr eate option at the UTS Request Status
screen, the following drop down menu appears. The Agency Proxy may then select the desired
option.

Fequest for TOY Travel Authorization
Request for MILPCS Travel Authorization

Fequest for Advance
Local 1164
Request far Settlement

TD%'Travel Order Previously Approved
PILPCS T ravel Order Previouzly Approved

Note: Requestsfor authorizationsand settlement actions completed by the Agency Proxy are
returned to the traveler to be released to the AO for approval.

Signature Proxy

Occasionally, atraveler may be unable or unavailable to access UTS to release their own
requested travel action. When this situation is anticipated, or smply as a precaution, atraveler
may designate another individual as a Signature Proxy. Signature Proxies have the same
capabilities as Agency Proxies to request or complete various travel actions for other individuals.
In addition, settlement actions released by the Signature Proxy are electronically signed on behal f
of the traveler and forwarded to the Authorizing Official.
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Note: A Signature Proxy acts on the behalf of the Traveler and has the same capabilities.
See Also

Designating an Agency Proxy

Designating a Signature Proxy

Designating an Agency Proxy

No special action is required to designate an individual to be an Agency Proxy for a particular
unit. All personnel who are authorized to use UTS may perform Proxy services for any other
individual assigned to the same Unit.

To perform Proxy services, however, an individual must change their view to Proxy after logging
into UTS.

See Also
Changing View

Designating a Signature Proxy

When necessary, Travelers may designate another individual to act as a Signatur e Proxy for
initiating and releasing travel actions on their behalf.

(2 Complete the following steps to designate a Signature Proxy:

Loginto UTSinthe Traveler view mode or change the view to Traveler if necessary.
At the UT S Request Status screen, click on the Profile menu.
At the Profile drop down menu, click on M odify or View Profile.

4. At the Personal Profile screen, click on the Security button.

5. At the Security Information screen, click the Signature Proxy field.

Additional Information
Diefauk Authorzing Officer |

Signature Frawy [BE]
Difice Email Address

Home Email Addess |

BETTIS, JEROME S

6. At the Signature Proxy field, the user must enter the first (2) letters of the desired Signature
Proxy’slast name. A listing of Names, beginning with the two letters entered, appears. |If
the desired name is highlighted, press Enter. If the desired nameis not highlighted, click the
Up/Down arrows on the keyboard to scroll through the list until the correct name appears...

When the desired name is highlighted, press Enter to make the selection.
When finished, click the Previous Screen button.
At the Personal Profile screen, click the Save button.

See Also
About Proxies
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Authorizing Official
About Authorizing Officials

Authorizing Officials (AO’s) are individuals who have been designated to approve requests for
travel authorizations, advances, and settlements for a specific organization or individual
traveler. Thisdesignation is generally pre-determined and incorporated into the UTS database
when the personnel fileisimported. AO’s may also be designated by the UTS System
Administrator.

When units and per sonnel are added to the UTS database, a default AO is established. UTS
System Administrators have the ability to change or reassign the default AO’s as required.

When travelers are forwar ding their requests to the AO for approval, they have the ability to
select adifferent AO if necessary.

A request for advance or settlement cannot be processed until atravel authorization has been
approved by an AO or there is an approved travel order in the UTS database.

Requests for advances and settlements cannot be transmitted to the Integrated Automated Travel
System (IATS) for computation until approved by an AO.

See Also
Approving Requests
Returning Requests
Forwarding Requests

Approving Requests
A request for advance or settlement cannot be processed without one of the following:

e A UTScreated Travel Authorization approved by an AO.
e A Travel Order, for the associated claim, in the UTS database.

In addition, requests for advances and settlements cannot be transmitted to the Integrated
Automated Travel System (IATS) for computation until approved by an AO.

After travel requests are processed by a Traveler or Proxy, they must be released to an AO for
approval. Once released, AO’ s approve travel requests by logging into UTS in the Authorizing
Official view, selecting the transactions, and reviewing the entries. The AO can then either
approve the transactions or retur n them to the source.

(2 Complete the following steps to approve a Travel Request:
1. Loginto UTSinthe Authorizing Official view, or change the view to AO if necessary.

2. Atthe UTS Requests Requiring Action screen, any transactions pending approval by the AO are
displayed inthe Claims List. Point and click on the desired transaction.
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3. Onceatransaction is selected, either click the M odify or View button, or click the File menu
and then click on the Modify or View option. Depending on the type of transaction selected,
either the Request for Authorization or Request for Settlement screen appears.
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4. Ateither the Request for Authorization or Request for Settlement screen, the AO must
review the entries and then click the Send To button.

5. After clicking on the Send T o button, a pop-up appears with the choices Return to Traveler or
Approved. Click on Approved.

6. A screen appears next requiring the AO to enter a confirmation password. Thisisthe
Secondary Password that was created when the AO’s Personal Profile was created. Enter the
confirmation password and click the Done button.

See Also

Returning Requests

Forwarding Requests
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Returning Requests

Rather than approving arequested travel action, an AO may elect to return the request to the
traveler. The request could be disapproved or corrections may be required prior to approval.

(2 Complete the following steps to Return a travel request:

1. Loginto UTSinthe Authorizing Official view, or change the view to AO if necessary.

2. Atthe UTS Requests Requiring Action screen, any transactions pending approval by the
AO aredisplayed in the Claims List. Point and click on the desired transaction.

=% UTS Requests Aeguiing Action

i3 —— ALTHORDMNE
DrcerPiocestnd joooon —setteners 13713138 [ 03anzas 1oy [z Tal]

3. Once atransaction is selected, there are (3) methods for returning travel request:

e Method 1: - Click the Return to Traveler button.
e Method 2: - Click the File menu and then click on the Return to Traveler option.

e Method 3: - Click the Modify or View button. Depending on the type of transaction
selected, either the Reguest for Authorization or Request for Settlement screen appears. At
this screen, the AO must review the entries and then click the Send To button. After clicking
on the Send To button, a pop-up appears with the choices Return to Traveler or Approved.
Click on Return to Traveler.

4. After using one of the methods described above, UTS displays the Remarks screen. At this
screen, the AO can enter an explanation asto why the request is being return and what action
isrequired.

Fie  Help
OME. FERSON 1111111197100
Fiomark s
This it besing ratusresd becsuss et ans no bunos svsisbis

5. Enter the desired remark and click the Continue button. UTS returns the request.
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See Also
Approving Requests
Forwarding Requests

Forwarding Requests

If an AO knows that he/she will be unavailable to process travel requests during a certain period,

UTS provides afeature that allows the AO to automatically or manually forward all incoming
requests to another AO. This could occur if an AO is going on vacation or TDY.

Note: Forwarding can be done automatically by UTS or manually by the original AO.

e Automatic Forwarding is done through the Enable Forwar ding option. When Forwarding is
enabled, UTS automatically routes travel requests released to the original AO to the designated

AO for aspecified period. Only requests that are released after Forwarding is enabled are

affected. Any requests that have already been released and are pending action by the AO, must

be manually forwarded.

e Manual Forwarding isdone by the original AO by using the Forward This Request or
Forward all Requests options.

W The following links provide detailed instructions on how to Forward
requests:

Automatic Forwarding
Manual Forwarding

Automatic Forwarding

2 Complete the following steps to Enable Automatic Forwarding:

1. Loginto UTSinthe Authorizing Official view, or change the view to AO if necessary.

75 TS Rapeeciz Asguising Aclinn

ALUTHORDNG

2. Atthe UTS Requests Requiring Action screen, click on the Forwar ding menu and then
click on the Enable Forwarding option.
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3. After clicking the Enabling option, a screen appears requiring the AO to specify the period
and select anew AO. Enter the required information in the following fields to complete this
screen:

o Effective Starting Date - The current date defaultsto thisfield. Enter anew date, or pressthe
Tab key to continue.

o Effective Ending Date - The current date defaultsto thisfield. Enter anew date, or pressthe
Tab key to continue.

e New AO - Click inthe New AO field and adrop down listing of possible AO’s appears. Point
and click on the desired AO to make a selection.

4. After selecting anew AO, click the Done button.

5. A pop-up appears indicating the name of the new AO requests will now be forwarded to.
Click OK to complete the process.

Y Complete the following steps to Disable Automatic Forwarding:

1. Loginto UTSinthe Authorizing Official view, or change the view to AO if necessary.
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2. Atthe UTS Requests Requiring Action screen, click on the Forward menu and then click
on the Disable Forwarding option.

3. A pop-up appears indicating the name of the AO the requests are currently being forwarded
to and whether this option should be disabled. Click on the Y es button.

See Also

Manual Forwarding
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Manual Forwarding

(2 Complete the following steps to Manually Forward requests.
1. Loginto UTSinthe Authorizing Official view or change the view to AQO if necessary.

2. Atthe UTS Requests Requiring Action screen, any transactions pending approval by the
AO aredisplayed in the Claims List. Point and click on the desired transaction.
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3. Onceatransaction is selected, click the Forward menu and then click on either the Forward
ThisRequest or Forward all Requests options.

4. After selecting one of the manual forwarding options, a screen appears requiring the AO to
specify which new AO the requests should be sent to. Click inthe New Authorizing Official
field and adrop down listing of possible AO’s appears. Point and click on the desired AO to
make a selection.

. Forward Heguests
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5. After selecting anew AO, click the Done button.

See Also
Automatic Forwarding
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System Administrator

About System Administrators

UTS System Administrators have exclusive access to the UTS Maintenance Module. Only users
with this privilege can log into this module.

Asa System Administrator (SA), the user has the ability to create user accounts manually and
assign privileges. In addition to creating accounts, the SA can also modify or delete them. The
SA isalso responsible for importing data files to update various tables and cr eating export files
to interface with the travel computation system (IATS).

The System Administrator designation is generally pre-determined and incorporated into the UTS
database when the personnel fileisimported. A System Administrator can also grant the SA
privilege when creating or modifying user profiles.

W2 The following links provide detailed instructions for performing the
various System Administrator functions:

Exporting Claims

Maintaining User Accounts

Maintaining City Names and Rates
Reassigning Authorizing Officias
Maintain Ships Table

Establish Miscellaneous Parameters
Maintaining Units

Importing Unit Data

Importing Reimbursable Exp. Descriptions
Importing Personnel Data

Importing Accounting Data
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Travel Authorizations

About Travel Authorizations

A Travel Authorization isthe basis for reimbursement of travel expenses. An Authorization
outlines the details of the trip and requests the various items necessary for the accomplishment
for the mission. In addition, an Authorization provides the funding information necessary for
reporting the obligation and expenditure to the accounting system.

e A Travel Authorization must be initiated by either the Traveler, Agency Proxy, or Signature
Proxy.

o After aTravel Authorization iscreated, it must be released to the Authorizing Official for
approval.

e A request for advance or settlement cannot be processed unless there is an approved Travel
Authorization or Travel Order in the database.

See Also

Creating Travel Authorizations

Canceling Travel Authorizations

Saving Travel Authorizations

Releasing Travel Authorizations

Deleting Travel Authorizations

Printing Travel Authorizations

Viewing Travel Authorizations

Modifying Travel Authorizations

About Travel Orders

Creating Travel Authorizations

A Travel Authorization must be initiated by either a Traveler, Agency Proxy, or Signature
Proxy. Without an approved Travel Authorization or Travel Order in the database, a request for
advance or settlement cannot be processed.

(2 Creating a Travel Authorization as a Traveler:
1. Loginto UTSinthe Traveler mode or change the view to Traveler if necessary.

2. Atthe UTS Request Status screen, there are two waysto initiate a Request for TDY or
MILPCS Travel Authorization:

¢ Click ontheFill out button.
¢ Click on the File menu and then point to the Create option.

If either of these two optionsis used, a drop down menu appears listing a variety of travel actions.
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3. Click on either the Request for TDY or MILPCS Travel Authorization option. The TDY
or MILPCS Travel Request screen appears.
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Note: The TDY Travel Request screen consists of (3) sections; Top, Itinerary, and
Reimbursable Exp. The MILPCS Travel Request screen consists of (4) sections. Top,
Dependents, Itinerary, and Reimbur sable Exp.

4. Enter the required information in each applicable section to create the request for
authorization. Refer to the linkslisted under the “ See Also” heading below for additional
instructions.

Vi Creating a Travel Authorization as a Proxy:

1. Loginto UTSinthe Proxy mode or change the view to Proxy if necessary.

2. Atthe UTS Request Status screen, there are two waysto accessthe TDY or MILPCS
Travel Request screen:

¢ Click on the Fill out button.
o Click on the File menu and then point to the Create option.
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If either of these two optionsis used, a drop down menu appears listing a variety of travel actions.

3. Click oneither the Request for TDY or MILPCS Travel Authorization option. The Select
Traveler screen appears.
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4. The Select Traveler screen displays alisting of the Travelers the Proxy may perform services
for. Select aTraveler by pointing and clicking on the desired name.

5. After selecting the Traveler, click the Create TDY or MILPCS Travel Auth for Selected
Traveler button. The TDY or MILPCS Travel Request screen appears.

6. Enter the required information in each of the applicable sections to create the request for
authorization. Refer to the linkslisted under the “ See Also” heading below for additional
instructions.

See Also

Travel Authorizations - Itinerary

Travel Authorizations - Reimbursable Expenses

TDY Travel Authorization - Top Section

MILPCS Travel Authorization - Top Section

MILPCS Travel Authorization - Dependents

Canceling Travel Authorizations

Saving Travel Authorizations

Printing Travel Authorizations

Viewing Travel Authorizations
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Modifying Travel Authorizations
Deleting Travel Authorizations

Travel Authorizations - Itinerary
Theltinerary section is used to record the anticipated details regarding the trip.
(2 Completing the Itinerary section

1. Click the Itinerary button at the top of the Travel Request screen or the down arrow on the
didebar at the right side of the screen to access the Itinerary section.
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2. Complete theitinerary by entering the following information:

e Variations Authorized - Click on thisitem if the traveler should be allowed to deviate from
the ordered itinerary. Click on thisitem again to de-select, if necessary.

e Depart Date - The departure date on the first line of the itinerary automatically defaults from
the beginning date entered at the Period Covered field in the Top section. Press Enter to
continue or type a different date, if necessary.

e Depart Location - At thisfield, the Location L ookup screen automatically appears.
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At the State/Country field, type the first letter of the state or country then click the Up/Down
arrows until the desired name is displayed. Click on the nameto select.

At the City field, type the first two letters of the city name. Thisdisplaysalisting of city names,
for the previoudly selected state or country, beginning with those letters. Click on the desired city
name to select.

e Transportation - At thisfield, adrop down listing of various transportation modes appears.
Click the Up/Down arrows until the desired mode is displayed. Click on the correct mode to
select.

e Group?-When Group Travel Rules has been activated in the Top Section, and the
transportation mode is PP, CP, CV, GP, GV, TP, TV, AF, CS, the user must specify whether
Group Travel rulesapply. If Group Travel rules apply to theleg, click this box.

Note: When Group Travel rules are selected, the computation program will not calculate any
per diem for the Group Travel leg.

e Arrive Date - The date at the previous Departure Date field defaults to the Arrival Date
field. PressEnter to accept this date or type a new date if necessary.

e ArriveLocation - Use the same method explained at the Depart L ocation field to complete
the Arrive Location field. This should be the location where the traveler will stop to perform
official duty.

Note: AttheArrival Location Lookup screen, click the Onboard Ship box if the location the
traveler isarriving at is a Government Vessel.
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A drop down listing of US Coast Guard ship names appears. Begin typing the name of the ship
or click the Up/Down ar rows until the desired ship name is displayed, then click on the correct
ship’s name to make a selection.

Reason for Stop - At thisfield, a drop down listing of various reasons for stopping appears. The
default value for thisfieldisTD - Temporary Duty. Press Enter if thisis correct. If not, click
the Up/Down ar rows until the desired reason is displayed. Click on the correct reason to select.

Method of Reimbur sement - At thisfield, adrop down listing of various per diem computation
methods appears. The default value for thisfield isLDP - Lodgings Plus. Press Enter if thisis
correct. If not, click the Up/Down arrows until the desired method is displayed. Click on the
correct method to select.

Quarters - At thisfield, adrop down listing of various lodging types appears. The default value
for thisfield is CQ - Commercial Lodging. Press Enter if thisis correct. If not, click the
Up/Down arrows until the desired typeisdisplayed. Click on the correct type to select.

Messing - At thisfield, adrop down listing of various meal types appears. The default value for
thisfieldisCM - Commercial M eals. Press Enter if thisis correct. If not, click the Up/Down
arrows until the desired type is displayed. Click on the correct type to select.

Lodging Cost - At thisfield, enter the anticipated daily lodging cost for the location where the
traveler will remain overnight.

POC Miles- At thisfield, enter the official distance for the ordered travel, if a privately owned
vehicle was used.

Tip: Usethe procedures previously explained to complete the return travel leg or additional travel
legs for the itinerary.

3. When finished with the itinerary, complete the Reimbur sable Expenses section, if necessary,
or save the authorization and release it to the Authorizing Official for approval.

See Also

Entering Dates

Deleting Itinerary Legs

Inserting Itinerary Legs

Travel Authorizations - Reimbursable Expenses

Printing Travel Authorizations

Canceling Travel Authorizations

Releasing Travel Authorizations

Saving Travel Authorizations
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Inserting Itinerary Legs

When completing the itinerary section of a Request for Travel Authorization or Settlement, it
may be necessary to insert an additional leg rather than re-entering the entire itinerary.

2 Complete the following steps to insert an itinerary leg:

1. Point and click in either the arrive or depart date fields where the new itinerary should be
inserted.

2. Click onthelnsert Leg button. UTSwill insert anew leg at the selected location.
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Note: After the new leg isinserted, it may be necessary to change the arrive/depart dates or the
arrive/depart locations.

3. Make any necessary changes to the newly inserted itinerary leg.

Deleting Itinerary Legs
When completing the itinerary section of a Request for Travel Authorization or Settlement, it
may be easier to delete atravel leg rather than re-entering the entire itinerary. This action may be
necessary when atravel leg was entered unnecessarily or erroneously.

2 Complete the following steps to delete an itinerary leg:

1. Point and click in either the arrive or depart date fields of the leg that should be deleted.
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2. Click onthe Delete L eg button. UTS will delete the selected itinerary leg.
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Note: Anitinerary leg consists of adepart and arriveline. Both will be deleted.

Travel Authorizations - Reimbursable Expenses

The Reimbur sable Expenses section is used to record the anticipated expenses the traveler will
incur that are not associated with per diem or POC mileage.

(2 Completing the Reimbursable Expenses section:

1. Click the Reimbursable Exp button at the top of the Travel Request screen or the down
arrow on the dlide bar at the right side of the screen to access the Reimbursable Expenses

section.
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2. Complete this section by entering the following information:

e Natureof Expense - At thisfield, adrop down listing of various expense items appears.
Click the Up/Down arrows until the desired expense item is displayed. If the user typesthe
first letter of the description, UTS scrolls the listing until locating the first item beginning
with thisletter. The user may then use the Up/Down arrows to display the exact item. Once
the correct itemis displayed, click on thisitem to select.

e Amount Proposed- At thisfield, enter the expected amount of the expense.

3. When finished entering the anticipated reimbursabl e expenses, take the required action to
save the authorization and forward it to the Authorizing Official for approval.

See Also

Inserting Expense

Deleting Expense

Printing Travel Authorizations

Canceling Travel Authorizations

Releasing Travel Authorizations

Saving Travel Authorizations
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Inserting Expense
When completing the Reimbur sable Expenses section of a Request for Travel Authorization or

Settlement, it may be necessary to insert an additional expense item before one that was already
entered.

(2 Complete the following steps to insert an Expense:
1. Point and click in the field where the new expense should be inserted.

2. Click onthelnsert Expense button. UTS will insert anew line at the selected location in the
expenses listing.

3. Enter therequired expense.
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See Also
Entering Reimbursable Expenses
Deleting Expense

Deleting Expense

When completing the Reimbur sable Expenses section of a Request for Travel Authorization or
Settlement, it may be necessary to delete an expense that was previously entered.

(2 Complete the following steps to delete an Expense:
1. Poaint and click inthefield for the expense to be del eted.

2. Click onthe Delete Expense button. UTS will delete the entire line for the field selected.

- Foimt bl Exp

Mabure of Expense
T
T
AT ADNVENCE EXPENSE

FLEL FOR RENTAL CAR
GA5 FOR REMTAL CAR
GITERNMENT TRANSPORTATIDN REQUEST

GO .FGIFHI'-IEFE'HT#TIH REQUEST ~

105



See Also
Entering Reimbursable Expenses

Inserting Expense

Canceling Travel Authorizations

There are two waysto cancel a Travel Authorization that has not been saved.:

1. Click the Cancel button at the bottom of the Travel Request screen.

2. Click on the File menu at the top of the Travel Request screen, then click on the Cancel all
changes option.
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After clicking on cancel, by using either method, a pop-up appears asking if you wish to cancel the
screen. Click Yesif you wish to cancel without saving any of the input.

Note: If you wish to get rid of a Travel Authorization that has previously been saved, it must be
deleted.

See Also
Deleting a Travel Authorization

Saving Travel Authorizations

There are two ways to save a Travel Authorization:

1. Click the Save button at the bottom of the Travel Request screen.

N

Click on the File menu at the top of the Travel Request screen, then click one of the
following options:

TDY Travel Request
Jump To  Yiew other info Hel

Delete this Tranel Order
Frirst

Cancel all changes
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e Saveand Return to Previous Screen - Use this option if you have finished creating the
authorization and wish to exit UTS or perform another task.

e Saveand Continue editing - Use this option if you are not finished creating the
authorization, but would like to save what is completed so far.

Deleting Travel Authorizations

A Traveler or Proxy may delete Travel Authorizations that have not been released to an AO.

1 Delete a Travel Authorization in the Traveler or Proxy View:

1. Loginto UTSinthe Traveler or Proxy mode, or change the view if necessary.
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2. Atthe UTS Request Status screen, select the Travel Authorization you wish to delete by
pointing and clicking on the desired authorization displayed in the Claims List.

3. After selecting an authorization, use one the following methods to delete the authorization:

e Method 1: - Click the Delete button at the bottom of the UT S Request Status screen and
then click Yes at the Are You Sure pop-up.

e Method 2: - Click the File menu and select the Delete option from the drop down menu.
Click Yesat the Are Y ou Sure pop-up.

e Method 3: - Click the M odify or View button at the bottom of the UT S Request Status
screen to access the Travel Request screen. At this screen, click the Delete Travel Request
button. Click Yesat the Are Y ou Sure pop-up.

Note: The Proxy may delete his’/her own authorization or one created by the Proxy on behalf of
another individual.

2 Delete a Travel Authorization in the Authorizing Official View:
1. Loginto UTSinthe Authorizing Official mode or change the view to AO if necessary.

2. Atthe UTS Requests Requiring Action screen, select the Travel Authorization you wish to
delete by pointing and clicking on the desired authorization displayed in the Claims List.
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3. After selecting an authorization, click the M odify or View button.
4. Atthe TDY or MILPCS Travel Request screen, click the Delete Travel Request button.

5. A pop-up will appear asking if you wish to delete thisrequest. Click on Yes.

Releasing Travel Authorizations

There are several waysto release atravel authorization for approval. In addition, this process can
be performed by either the Traveler or the Signatur e Proxy designated by the Traveler.

W Use one of the following methods to release a Travel Authorization:

e Method 1: - Click the Send to AO button at the bottom of the Travel Request screen.
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e Method 2: - Click on the File menu at the top of the Travel Request screen, then click on
the Send to AO option.
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e Method 3: - Point and click on the desired authorization listed in the Claims List onthe UTS
Request Status screen, then click the Send to Auth button.
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e Method 4: - Point and click on the desired authorization listed in the Claims List onthe UTS
Request Status screen, click on the File menu, then click on the Send to Authorizing
Official option.

1. After using one of the above methods to release a Travel Authorization, the Select
Authorizing Official screen appears requiring the user to select an AO.
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2. Atthe Select Authorizing Official screen, the name of the traveler’s unit will be displayed at
the Site field and the designated Authorizing Officials are listed below. If the correct AO is
listed, click on the desired name, then click on the Transmit to AO button. The user can also
click on the Change Site button to select a different unit and see alist of Authorizing
Officiasfor the newly selected unit.

3. After selecting an AO, a pop-up appears requiring the entry of a Confirmation Password.
Thisisthe Secondary Password that was created when the user’s Personal Profile was
created.

4. After selecting an AO, UTS forwar ds the transaction to the AO and returnsto the UTS

Request Status screen.
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Printing Travel Authorizations

There are two waysto print a Travel Authorization:

1. Click the Print button at the bottom of the Travel Request screen.

2. Click on the File menu at the top of the Travel Request screen, then click on the Print
option.
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Viewing Travel Authorizations

Regardless of whether the user islogged into UTS asaTraveler, Proxy, or Authorizing Official,
the process for viewing a Travel Authorization is essentially the same. The only difference is that
the name of theinitial screenistitled (UTS Request Status) for the Traveler and Proxy. For the
AO, thisscreenistitled (UTS Requests Requiring Action).

Y Complete the following steps to View a Travel Authorization:
1. LogintoUTS.

2. Atthe UTS Request Statusor UTS Requests Requiring Action screen, there are two ways
toview the TDY or MILPCS Travel Request screen:

TRAVELER

e Method 1. Select the Travel Authorization you wish to view by pointing and clicking on the
desired authorization displayed in the Claims List. After selecting an authorization, click the
File menu and select the M odify or View option from the drop down menu.
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e Method 2: Select the Travel Authorization you wish to view by pointing and clicking on the
desired authorization displayed in the Claims List. After selecting an authorization, click the
Modify or View button at the bottom of the screen.

3. After using method 1 or 2 to select an authorization for viewing, the TDY or MILPCS
Travel Request screen appears.

4. When finished viewing the authorization, click the Cancel button or the X in the top right
corner of the Travel Request screen, then click on Yesto cancel the screen and return to the
UTS Request Status or UTS Requests Requiring Action screen.

Modifying Travel Authorizations

Regardless of whether the user islogged into UTS asaTraveler, Proxy, or Authorizing Official,
the process for modifying a Travel Authorization is essentially the same. The only differenceis
that the name of theinitial screenistitled (UTS Request Status) for the Traveler and Proxy. For
the AO, this screenistitled (UTS Requests Requiring Action).

(2 Complete the following steps to Modify a Travel Authorization:
1. LogintoUTS.

2. Atthe UTS Request Statusor UTS Requests Requiring Action screen, there are two ways
to accessthe TDY or MILPCS Travel Request screen.
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TRAVELER

e Method 1. Select the Travel Authorization you wish to modify by pointing and clicking on
the desired authorization displayed in the Claims List. After selecting an authorization, click
the File menu and select the M odify or View option from the drop down menu.

e Method 2: Select the Travel Authorization you wish to modify by pointing and clicking on
the desired authorization displayed in the Claims List. After selecting an authorization, click
the M odify or View button at the bottom of the screen.

3. AttheTDY or MILPCS Travel Request screen, press Enter or Tab to advance through the
input fields, or point to the desired field and click the left mouse button.

4. Typetherequired change or select a new option as needed.

5. When finished modifying the authorization, click the Save button.
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TDY Travel Authorizations

TDY Travel Authorization - Top Section

The Top section of the TDY Travel Request screen is used to determine the following:

Travel Order Number

Typeof Travel Order

Purpose of the Trip

Funding Organization

Period Covered

Authorized M ode of Transportation
Special Authorizations

Accounting Appropriation

Special Remarks

Tep ] It any | Flasimburzabibe [Fxp.

T Tom Section

TOMD m Cowsad horn 2z 500 | [ Advance duthorized

tped adee [IARRL e EENsE [ Use Traraposston Aegquest
Pupoe  ETEMET [ Lasve futhoized
Funds Used  [FRSTGOEAD I s Clas et
Mgrde of Tesval [T Local Fravel - Taa

Commesciak [T Yehck Foa [T Shp T B [T Re

™ U-DeremiGE remmment Ykl

Govesnmant: [~ Yehicls [ da [T Shp [T Bi= [ Fsl
Fuvabehs Dwned Vitucle [FONE T Mods dimcied

F Aentdl cor
[ Group Travel Russ

(2 Completing the Top Section of the TDY Travel Request screen:

Tip: PressEnter or Tab to advance through the fields or point to the desired field and click the
|eft mouse button.

TONO - Typethe travel order number for the request being created.

Type of Order - At thisfield, adrop down listing appears. Click the Up/Down arrows on
theright side of the listing until the desired travel order type appears. Click on the desired
type to populate the Type of Order field.

Purpose - At thisfield, adrop down listing appears. Click the Up/Down arr ows on the right
side of the listing until the desired purpose of the trip type appears. Click on the correct
pur pose to populate the Purpose field.

Funds Used - At thisfield, adrop down listing appears. Click the Up/Down arrows on the
right side of the listing until the name of the organization funding the travel appears. Click on
the correct or ganization to populate the Funds Used field.

Covered - Enter the anticipated beginning and ending dates of the trip at the From/T o fields.

Mode of Travel - At this section, point to the requested mode of travel and click the left
mouse button. A check mark appearsindicating a selection. Click on the item again to de-
select, if necessary. At the Privately Owned Vehiclefield, a drop down listing appears.
Point and click on the desired type to make a selection.
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e Special Authorizations - On theright side of the Top Section, alist of special authorizations
appear. Point and click on any of these applicable items. Click on theitem again to de-
select, if necessary.

See Also

Type of Orders

Entering Accounting

Entering Remarks

Travel Authorizations - Itinerary

Travel Authorizations - Reimbursable Expenses
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MILPCS Travel Authorizations
MILPCS Travel Authorization - Top Section

The Top section of the MILPCS Travel Request screen is used to determine the following:

e Travel Order Number
e Typeof PCSTrave

e Departing Location

e Reporting Location

e Authorized Miles

e Funding Organization
e Period Covered

e Group Travel Rules

e Special Authorizations
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Y Completing the top section of the MILPCS Travel Request screen:

Tip: PressEnter or Tab to advance through the fields or point to the desired field and click the
|eft mouse button.

e TONO - Typethetravel order number for the request being created.

e PCSType- Atthisfield, adrop down listing appears. Click the Up/Down arrows on the
right side of the listing until the desired type of PCS travel appears. Click on the desired type
to populate the PCS Type field.

e Depart Location - Select the location of the old Permanent Duty Station, (PDS), or the place
the travel will originate from. At thisfield, the Location Lookup screen automatically
appears.
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At the State/Country field, type the first letter of the state or country then click the Up/Down
arrows until the desired name is displayed. Click on the nameto select.

At the City field, type the first two letters of the city name. Thisdisplaysalisting of city names,
for the previoudly selected state or country, beginning with those letters. Click on the desired city
name to select.

e ArriveLocation - Use the same process explained above for the Depart Location to select the
location of the new PDS.

e FundsUsed - UTS defaultsto Coast Guard fundsfor MILPCS travel. No input is
necessary. Press Enter to continue.

e Purpose- Thedefault value at thisfield is PCS. No input required.

e Detach Date - Enter the anticipated date the traveler is required to depart from the old PDS.
e Report Date - Enter the anticipated date the traveler isrequired to arrive at the new PDS.

e Auth Miles- At thisfield, enter the number of miles authorized between the official points.

e Group Travel Rules- Click this option if Group Travel Rules should apply. If thisoptionis
checked, no per diem is calculated for the travel days.

e AreThese Authorized - At this section, severa entitlements arelisted. Point and click on
any of these applicable items to make a selection. Click on theitem again to de-select, if
necessary.

e Modify Acctng - An accounting appropriation must be added to the request before it can be
approved by the AO. Click the M odify Acctng button to access the Request Accounting
screen. Refer to the Entering Accounting link listed under the “ See Also heading below for
additional instructions.

e Remarks- Since the Request for Travel Authorization must be approved by an AQ, it may be
necessary to add remarks to explain certain circumstances. Click on the Remarks button to
access the Remarks screen. Refer to the Entering Remarkslink listed under the “ See Also
heading below for additional instructions.
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See Also

Entering Accounting

Entering Remarks

Travel Authorizations - Itinerary

Travel Authorizations - Reimbursable Expenses

MILPCS Travel Authorization - Dependents

The Dependents section of the MILPCS Travel Request screen is used to identify the persons
who are considered to be legal dependents of the member for travel allowance purposes.

(2 Completing the Dependents Section

Tip: PressEnter or Tab to advance through the fields or point to the desired field and click the
|eft mouse button.
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e Name - At thisfield, type the name of the dependent. Only the first name and middleinitial
are necessary.

e Relationship - At thisfield, the choices Spouse and Dependent are displayed. Pressthe
Up/Down arrows to highlight the correct choice and press Enter, or point and click to select.

e Date of Birth - The per diem percentage used in calculating the entitlement for dependentsis
based on their age on the effective date of the travel order. At thisfield, enter the date of birth
if the relationship is Dependent. A date of birth is not required for the spouse.
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Travel Orders

About Travel Orders

Type

A Travel Order isthe basis for reimbursement of travel expenses and must be created by the
Traveler, Agency Proxy, or Signature Proxy. Itisused to outline the details of the trip and to
approve the various items necessary for the accomplishment for the mission. In addition, it
provides the funding information necessary for reporting the obligation and expendituresto the
accounting system.

When aTravel Authorization, which was created using UTS, isapproved by an AO, UTS
automatically createsa Travel Order record. If the Travel Order was published using an order
writer system, other than UTS, the Travel Order record must be manually created by the UTS
user.

A request for advance or settlement cannot be processed unlessthereisa Travel Order record in
the database.

See Also

Creating TDY Travel Orders

Creating MILPCS Travel Orders

Canceling Travel Orders

Saving Travel Orders

Deleting Travel Orders

Viewing Travel Orders

Modifying Travel Orders

of Orders

When creating TDY travel authorizations or travel orders, UTS requires the user to specify what
type of ordersare being created. The type of travel order specified has a direct impact on the way
program functions, and the computation of the travel entitlement. Following, isalisting of the
various types of TDY travel authorizations or orders that may be created and an explanation of the
specific purpose:

e Normal - Usethisoption if creating atravel authorization or travel order for aregular TDY
trip that involves one round trip.

e Blanket - Use this option when one travel order will be used repeatedly for a specified
period of time and an unlimited number of trips.
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Selecting Travel Orders

When creating areguest for advance or settlement, a previously approved travel order must first
be selected or a new order must be created.

2 Selecting a Travel Order - Traveler View:
1. LogintoUTSasaTraveler or change the view to Traveler, if necessary.

2. Atthe UTS Request Status screen, click the Fill out button, then select either the Request
for Advance or Request for 1351-2 Settlement option. The Select Travel Order screen

appears.
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3. Atthisscreen, dl previously created travel ordersfor the traveler arelisted. Select an order
by pointing and clicking on one of the listed orders.

(2 Selecting a Travel Order - Proxy View:
1. Loginto UTSasaProxy or change the view to Proxy, if necessary.

2. Atthe UTS Request Status screen, click the Fill out button, then select either the Request
for Advance or Request for 1351-2 Settlement option. The Select Traveler and Travel
Order screen appears.

118



& Snlnct Teavelr and Toavel Dadier

3. Atthisscreen, the Travelerstablelists al of the Travelers the Proxy can perform services
for. Click the desired Traveler’sname. The Travel Orderstablelists any travel orders

already existing for the selected Traveler. Select an order by pointing and clicking on one of
the listed orders.

Vi Selecting a Travel Order - Authorizing Official View:
1. Loginto UTSasan Authorizing Official or change the view to AQ, if necessary.

2. Atthe UTS Requests Requiring Action screen, click the Order s button. The Select
Traveler and Travel Order screen appears.

& Snlact Teaveler and Teaval Dadiee

3. Atthisscreen, the Travelerstablelists al of the Travelersthe AO can perform servicesfor.
Point and click on the desired Traveler’sname. The Travel Orderstablelists any travel

orders already existing for the selected Traveler. Select an order by pointing and clicking on
one of the listed orders.

119



See Also

Viewing Travel Orders
Modifying Travel Orders
Canceling Travel Orders
Deleting Travel Orders

Canceling Travel Orders

There are two waysto cancel a Travel Order that has not been saved:

1. Click the Cancdl button at the bottom of the TDY or MILPCS Travel Order screen.

2. Click on the File menu at the top of the TDY or MILPCS Travel Order screen, then click
on the Cancel all changes option.

iw,. TDY Travel Order

Jump To “iew other info Help
Save and Beturn bo Previous screen
Save and Continue editing

Delete thiz Travel Order
Prirt

After clicking on cancel, by using either method, a pop-up appears asking if you wish to cancel the
screen. Click Yesif you wish to cancel without saving any of the input.

Note: If you wish to get rid of atravel order that has previously been saved, it must be del eted.

See Also
Deleting Travel Orders

Saving Travel Orders

There are two waysto save a Travel Order:

1. Click the Save button at the bottom of the TDY or MILPCS Travel Order screen.

2. Click on the File menu at the top of the TDY or MILPCS Travel Order screen, then click
one of the following options:
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im. TDY Travel Order

Jump To  Wiew other info Help

Save and Return bo Previous screen
Save and Continue editing

Delete thiz Travel Order
Print

Cancel all changes

e Saveand Return to Previous Screen - Usethisoption if you have finished creating the order
and wish to exit UTS or perform another task.

e Saveand Continue editing - Use this option if you are not finished creating the order, but
would like to save what is completed so far.

Deleting Travel Orders
Note: Travel Order records may be deleted by Authorizing Officials only.
2 Complete the following steps to Delete a Travel Order
1. Loginto UTSinthe Authorizing Official mode or change the view to AO if necessary.

2. Atthe UTS Request Requiring Action screen, click the Ordersbutton. The Select
Traveler and Travel Order screen appears.

. Select Teavwelsr and Travel Duder

Travelsrs Who Have Selected “Vou as Thes Dt A0

Trereed Ordess
TOMND

Stgt Dste | End Dl |smee Clabe | lsmuer | Coroslsd
|11 2018 DO0O00N 11 24002000 11500 {TD0 100 20T
CMATA R0 A0 A2000 [0 AL [Wieary PCE 0 A0 200
[T CrAC A o i [TEY 0 AL

Ciosie HowDeder| | Modiwhiew | Conceliger |

= mmmmmmﬁ-hummummmnm
wmmwmnmmunwmmunmaurh
el i, e claprace: ths Craste B e I 1A

3. Atthisscreen, the Travelerstablelists al of the Travelersthe AO can perform services for.
Click the desired Traveler’sname. The Travel Orderstable lists any travel orders already
existing for the selected Traveler. Select an order by pointing and clicking on one of the
listed orders.

4. After selecting an order, click the M odify/View button.
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5. Depending on the type of order selected, either the TDY or MILPCS Travel Order screen
appears next.
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6. Atthisscreen, click the Delete Travel Request button, or click on the File menu and select the
Delete this Travel Order option.

7. A pop-up appears asking if you want to delete thistravel order. Click onthe Y es button.

Viewing Travel Orders
The stepsrequired for viewing a Travel Order record depend on the View M ode being used.

Vi Viewing Travel Orders - Traveler or Proxy View Mode:

Note: While using the Traveler view, an order may be viewed while creating a Request for
Advance or Settlement, or when viewing the Travel History.

1. Select the desired Travel Order to be viewed by following the procedures explained in the
“Selecting Travel Orders’ help topic.

2. After selecting an order, click the Create Settlement for Selected Travel Order button. The
Request for Advance or Settlement screen appears next.

3. Atthe Request for Advance or Settlement screen, click the View Other Info menu at the
top of the screen and then click the Travel Order option. The Travel Order screen appears.
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im. Request for Settlement
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4. When finished viewing the order, click the Retur n button or the X in the top right corner of
the TDY or MILPCS Travel Order screen to return to the Request for Advance or
Settlement screen.

5. Atthe Request for Advance or Settlement screen continue entering the request information,
or click the X in the top right corner and click on Yesto return to the UTS Request Status
screen.

(2 Viewing Travel Orders - Authorizing Official View:
1. Loginto UTSinthe Authorizing Official mode or change the view to AO if necessary.

2. Select the desired Travel Order to be viewed by following the procedures explained in the
“Selecting Travel Orders’ help topic.

. Select Teavwelsr and Travel Duder

Travelsrs Who Have Selected “Vou as Thes Dt A0

Trereed Ordess

Sedect the Trarveker and s socialed Travel mnummummmnm
wmmwmnmmunwmmunmaurh

i ki, e e The et Pl S ———

3. After selecting an order, click the M odify/View button at the bottom of the Select Traveler
and Travel Order screen. The TDY or MILPCS Travel Order screen appears depending
on the type of order selected.

4. When finished viewing the order, click the Cancel button or the X in the top right corner of
the TDY or MILPCS Travel Order screen and click on Yesto cancel the screen.

5. Atthe Select Traveler and Travel Order screen, click on the Return button to return to the
UTS Requests Requiring Action screen.

See Also
Travel History
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Modifying Travel Orders
Note: Travel Orders may only be modified by an Authorizing Official.
(2 Complete the following steps to Modify a Travel Order:

1. Loginto UTSinthe Authorizing Official mode or change the view to AO if necessary.

2. Atthe UTS Requests Requiring Action screen, click the Order s button and the Select
Traveler and Travel Order screen appears.

. Salact Teavelsr and Teavel Dader

Trereed Ordess

3. Atthisscreen, the Travelerstablelists al of the Travelersthe AO can perform servicesfor.
Point and click on the desired Traveler’sname. The Travel Orderstablelists any travel

orders already existing for the selected Traveler. Select an order by pointing and clicking on
one of the listed orders.

& Snlact Teaveler and Teaval Dadiee

124



After selecting an order, click the M odify/View button.

Atthe TDY or MILPCS Travel Order screen, press Enter or Tab to advance through the
input fields, or point to the desired field and click the left mouse button.

Type the required change or select a new option as needed.
When finished modifying the order, click the Save button.

At the Select Traveler and Travel Order screen, click on the Return button to return to the
UTS Requests Requiring Action screen.

TDY Travel Orders
Creating TDY Travel Orders

A request for advance or settlement of TDY travel alowances cannot be processed without one of
the following:

An approved TDY Travel Authorization in the database

A TDY Travel Order record created by either aTraveler, Agency Proxy, or Signature
Proxy

Y Creating a TDY Travel Order - Traveler View:

1.

Loginto UTSinthe Traveler mode or change the view to Traveler if necessary.

At the UTS Request Status screen, click on the Fill out button or click on the File menu and
then point to the Create option. A drop down menu appearslisting a variety of travel
actions.

TRAVELER

3.

Click on Request for 1351-2 Settlement and the Select Travel Order screen appears.
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4, Atthisscreen, click on the Create Settlement for NEW Travel Order button.

5. After clicking the Create Settlement for NEW Travel Order button, a pop-up appears
requiring the user to select TDY or Military PCS. Click on TDY.

6. After clickingon TDY, the TDY Travel Order screen appears.
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7. Refer to the various links listed below under the heading “See Also” for detailed instructions
on completing the TDY Travel Order screen.

Vi Creating a TDY Travel Order - Proxy View
1. Loginto UTSinthe Proxy mode or change the view to Proxy if necessary.

2. Atthe UTSRequest Status screen, click on the Fill out button or on the File menu and then
point to the Create option. A drop down menu appears listing a variety of travel actions.
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3. Click on Request for 1351-2 Settlement and the Select Traveler and Travel Order screen
appears.
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4. Atthisscreen, the Travelerstablelistsal of the Travelers the Proxy can perform services
for. Click the desired Traveler's name, then click the Create Settlement for NEW Travel
Order button.

5. After clicking the Create Settlement for NEW Travel Order button, a pop-up appears
requiring the user to select TDY or Military PCS. Click on TDY.

6. After clickingon TDY, the TDY Travel Order screen appears.

7. Refer to the various links listed below under the heading “See Also for detailed instructions
on completing the TDY Travel Order screen.

See Also

TDY Order - Top Section
Entering Accounting
Entering Remarks
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Canceling Travel Orders
Saving Travel Orders
Deleting Travel Orders
Viewing Travel Orders
Modifying Travel Orders

TDY Order - Top Section

The Top Section of the TDY Travel Order screen is used to establish the following details:
e Travel Order Number

e Typeof Travel Order

e Purposeof theTrip

e Funding Organization

e Period Covered

e |ssueDateof Order

e Authorized M ode of Transportation
e Special Authorizations

e Accounting Appropriation

e Special Remarks
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(2 Completing the Top Section of the TDY Travel Order screen:

Tip: PressEnter or Tab to advance through the fields or point to the desired field and click the
|eft mouse button.

e TONO - Typethetravel order number for the order being created. If Coast Guard funds
are being used, the travel order number must comply with the following requirements:

1. Thefirst two digits must be (11) if the order isaNormal TDY order.

2. Thefirst two digits must be (13) if the order isaBlanket TDY order.

3. The order number must be (16) characters.

4. Thelast three digits must be (000) zeros.
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Type of Order - At thisfield, adrop down listing appears. Click the Up/Down arrows on
theright side of the listing until the desired travel order type appears. Click on the correct
type to populate the Type of Order field.

Purpose - At thisfield, adrop down listing appears. Click the Up/Down arrows on the right
side of the listing until the desired purpose of the trip type appears. Click on the correct
pur pose to populate the Purpose field.

Funds Used - At thisfield, adrop down listing appears. Click the Up/Down arrows on the
right side of the listing until the name of the organization funding the travel appears. Click on
the correct or ganization to populate the Funds Used field.

Covered - Enter the anticipated beginning and ending dates of the trip at the From/T o fields.
Issue Date - At this field, enter the date that the travel order wasissued in MM DDY'Y format.

Mode of Travel - At this section, point to the requested mode of travel and click the left
mouse button. A check mark appearsindicating a selection. Click on the item again to de-
select, if necessary. At the Privately Owned Vehiclefield, a drop down listing appears.
Point and click on the desired type to make a selection.

Special Authorizations- On the right side of the Top Section, alist of specia authorizations
appear. Point and click on any of these applicable items. Click on the item again to de-
select, if necessary.

See Also

Entering Accounting

Entering Remarks

Canceling Travel Orders
Saving Travel Orders
Deleting Travel Orders
Viewing Travel Orders

Modifying Travel Orders

MILPCS Travel Orders
Creating MILPCS Travel Orders

A request for advance or settlement of Military PCS travel allowances cannot be processed
without one of the following:

An approved MILPCS Travel Authorization in the database

A MILPCS Travel Order record created by either a Traveler, Agency Proxy, or Signature
Proxy

(2 Creating a MILPCS Travel Order - Traveler View:

1.

2.

Loginto UTSinthe Traveler mode or change the view to Traveler if necessary.
At the UT S Request Status screen, click on the Fill out button or click on the File menu and

then point to the Create option. A drop down menu appears listing a variety of travel
actions.
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4. Atthisscreen, click on the Create Settlement for NEW Travel Order button.

5. After clicking the Create Settlement for NEW Travel Order button, a pop-up appears
requiring the user to select TDY or Military PCS. Click on Military PCS.

6. After clicking on Military PCS, the MILPCS Travel Order screen appears.
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7. Refer tothe various links listed below under the heading “See Also” for detailed instructions
on completing the MILPCS Travel Order screen.

(2 Creating a MILPCS Travel Order - Proxy View:

1. Loginto UTSinthe Proxy mode or change the view to Proxy if necessary.

2. Atthe UTSRequest Status screen, click on the Fill out button or click on the File menu and
then point to the Create option. A drop down menu appears listing a variety of travel
actions.
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3. Click on Request for 1351-2 Settlement and the Select Traveler and Travel Order screen
appears.
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4. Atthisscreen, the Travelerstablelistsall of the Travelers the Proxy can perform services
for. Click the desired Traveler's name, then click the Create Settlement for NEW Travel
Order button.

5. After clicking the Create Settlement for NEW Travel Order button, a pop-up appears
requiring the user to select TDY or Military PCS. Click on Military PCS.

6. After clicking on Military PCS, the M ILPCS Travel Order screen appears.

7. Refer to the various links listed below under the heading “See Also for detailed instructions
on completing the MILPCS Travel Order screen.

See Also

MILPCS Order - Top Section

MILPCS Order - Are These Authorized

MILPCS Order - Dependents

Entering Accounting

Entering Remarks

Canceling Travel Orders

Saving Travel Orders

Deleting Travel Orders

Viewing Travel Orders

Modifying Travel Orders
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MILPCS Order - Top Section

The Top Section of the MILPCS Travel Order screenis used to establish the following details:

e Travel Order Number

e Typeof PCSTrave

e Locationsof the Old and New PDS
e Agency Funding the Travel
e Purposeof the Travel

e Detach and Reporting Dates
e |ssueDateof Order

e Authorized Miles

e Group Travel Rules

e Special Authorizations

e Accounting Appropriation

e Remarks

PLS Top Section
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(2 Completing the MILPCS Order - Top Section:

Tip: PressEnter or Tab to advance through the fields or point to the desired field and click the

|eft mouse button.

e TONO - Typethetravel order number for the order being created. If Coast Guard funds

are being used, the travel order number must comply with the following requirements:

1. Thefirst two digits must be (12) if the order isa PCS order.

2. The order number must be (16) characters.

3. Thelast three digits must be (000) zeros.

e PCSType- Atthisfield, adrop down listing appears. Click the Up/Down arrows on the
right side of the listing until the desired PCS type appears. Click on the desired typeto

populate the PCS Type field.
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e Depart Location - At thisfield, enter the location of the old Permanent Duty Station (PDS).
When the cursor is advanced to thisfield, the L ocation L ookup screen automatically appears.
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Select State or Country
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At the State/Country field, type the first letter of the state or country then click the Up/Down
arrows until the desired name is displayed. Click on the name to select.

At the City field, type the first two letters of the city name. Thisdisplays alisting of city names,
beginning with those letters, for the previously selected state or country. Click on the desired city
name to select.

e Report Location - At thisfield, enter the location of the new Permanent Duty Station (PDS).
Use the same process explained at the Depart Location to select a State/Country and City
name.

e FundsUsed - UTS defaultsto Coast Guard fundsfor MILPCS travel. Noinputis
necessary. Press Enter to continue.

e Purpose- At thisfield, UTS defaultsto PCS as the purpose. No input is required.

e Detach Date - At thisfield, enter the date the traveler is expected to depart from the old
PDS.

e Report Date- At thisfield, enter the date the traveler is expected to arrive at the new PDS.
e |ssueDate- At thisfield, enter the date that the travel order wasissued in MM DDY'Y format.
e Auth Miles- At thisfield, enter the number of miles authorized between the officia points.

e Group Travel Rules- Click this option if Group Travel Rules should apply. If thisoptionis
checked, no per diem is calculated for the travel days.

4. Refertothelinkslisted below under the heading “See Also” for additional instructions on
completing the Are These Authorized, Accounting, and Remarks sections.
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See Also
Are These Authorized

Entering Accounting

Entering Remarks

Dependents

Canceling Travel Orders
Saving Travel Orders
Deleting Travel Orders
Viewing Travel Orders

Modifying Travel Orders

MILPCS Order - Are These Authorized

The Are These Authorized section of the MILPCS Travel Order screen is used to select
additional allowancesthat are applicable to the travel order.
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Y Completing the Are These Authorized Section:

Tip: PressEnter or Tab to advance through the various fields. Point and click the left mouse
button to select anitem. Click on the item again to de-select, if necessary.

Proceed Time - Proceed Time is essentially administrative time off, up to four days, to take
care of personal affairs. Some branches of military service grant Proceed Time in conjunction
with PCStravel. Selecting this option impacts the calculation of L eave days.

TDY Enroute - Select thisitem if the traveler is authorized to perform TDY in conjunction
with the PCS enroute travel. This selection will not impact the calculation, it is used for
historical purposes only.

Ship POV - Select thisitem if the traveler is authorized to ship a Privately Owned Vehicle
in connection with the PCS.

TLA - Select thisitem if the traveler_is authorized to receive Temporary Lodging
Allowance in connection with the PCS. The selection will not impact the calculation, it is
used for historical purposesonly. TLA isnot calculated by IATS.

TLE - Select thisitem if the traveler is authorized to receive Temporary Lodging Expense
in connection with the PCS.

Advance - Select thisitem if the traveler_is authorized to receive an advance payment of the
PCStravel allowances.

DLA - At thisfield, adrop down listing of Dislocation Allowance types appears. Click on
the desired type to populate the DLA field.

# Of Cars Authorized - At thisfield, enter the number of POV’ sthe traveler is authorized to
relocate to the new PDS. Thisfield must be populated in order for a mileage reimbursement
to be calculated.
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MILPCS Order - Dependents

The Dependents section of the MILPCS Travel Order screen isused to identify the persons who
are considered to be legal dependents of the member for travel allowance purposes. To avoid
having to modify the travel order later, this section should be completed regardless of whether the
dependents have relocated yet. 1t iscommon for dependents to rel ocate after the member has
already reported to the new PDS.

(2 Completing the Dependents Section:

Tip: PressEnter or Tab to advance through the fields or point to the desired field and click the

|eft mouse button.
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e Name - At thisfield, type name of the dependent. Only the first name and middleinitial is

necessary.

e Relationship - At thisfield, the choices Spouse and Dependent are displayed. Pressthe
Up/Down arrows to highlight the correct choice and press Enter or point and click to select.

e Dateof Birth - The per diem percentage used in calculating the entitlement for dependentsis
based on their age on the effective date of the travel order. At thisfield, enter the date of birth
if the relationship is Dependent. A date of birth is not required for the spouse.
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Travel Advances

About Travel Advances

The UTS program gives you the capability to create a Request for Advance for both TDY and
MILPCStravel using a pre-determined amount. The user must manually calculate the entitlement
or use the amount requested by the traveler when creating a Request for Advance with UTS.

A Request for Advance cannot be processed unless there is an approved Travel Authorization
or Travel Order record in the database.

See Also

Creating Request for Advance
Entering Request for Advance
Deleting Request for Advance
Canceling Request for Advance
Releasing Request for Advance
Saving Request for Advance
Viewing Reguest for Advance
Modifying Request for Advance
Printing Request for Advance

Creating Request for Advance

When thereis an approved Travel Authorization or Travel Order record in the database, a
Request for Advance may be created by either a Traveler, Agency Proxy, or aSignature
Proxy.

The stepsinvolved in creating an Advance Request depend on which of the following View modes
isused:

e Traveler
e Proxy
e Signature Proxy

(2 Creating Request for Advance - Traveler View:
1. LogintoUTSasaTraveler or change the view to Traveler if necessary.
2. Atthe UTS Request Status screen, click on the Fill out button or click on the File menu and

then point to the Create option. A drop down menu appears listing a variety of travel
actions.
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3. Click on Request for Advance and the Select Travel Order screen appears.

4. At thisscreen point and click on an order displayed in the table and then click the Create
Advance for Selected Order button. If the correct order is not displayed, click on the
Create Advance for New Travel Order button.

5. After clicking the Create Advance for Selected Order button or creating a new order, the
Request for TDY or MILPCS Advance screen appears.

6. Complete the Request for Advance screen. Refer to the linkslisted below under the heading
“See Also” for additional instructions.
2 Creating Request for Advance - Proxy View:
1. Loginto UTSasaProxy or change the view to Proxy if necessary.
2. Atthe UTS Request Status screen, click on the Fill out button or click on the File menu and

then point to the Create option. A drop down menu appears listing a variety of travel
actions.
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3. Click onthe Request for Advance option and the Select the Traveler & Travel Order
screen appears.
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4. Atthisscreen, the Travelerstablelists all of the Travelers the Proxy can perform services
for. Click the desired Traveler’sname. The Travel Orderstablelists any travel orders
already existing for the selected Traveler.

5. At thisscreen, point and click on the correct order, if listed, and then click the Create
Advance for Selected Order button. If the correct order is not displayed, click on the
Create Advance for New Travel Order button.

6. After clicking the Create Advance for Selected Order button or creating a new order, the
Request for TDY or MILPCS Advance screen appears.

7. Complete the Request for Advance screen. Refer to the linkslisted below under the heading
“See Also for additional instructions.

See Also

Entering Request for Advance
Deleting Request for Advance
Canceling Request for Advance
Releasing Request for Advance
Saving Request for Advance
Viewing Request for Advance
Modifying Request for Advance
Printing Request for Advance
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Entering Request for Advance

The Request for Advance screen is used to capture the specific details regarding the Advance.

HETTIS, JERDME 5

Selact the Mathod ol Pagpmant fon thex Acbeance

| et [B ConctCrarges [l condic tmier [l Save |

Vi Complete this screen by entering the following information:

1. Amount - Click inthisfield, and then type the amount to be advanced to the traveler.

2. Method of Payment - At thisfield, alisting of various payment methods appears. Click on
the desired method to make a selection.

3. Accounting - If the accounting appropriationsis not already present, click on the Modify
Acctng button. This brings up the Request Accounting screen. Enter the correct
appropriation into the appropriate fields.

4. Accounting Remarks - Notice the Remar ks box appearing directly below the Current
Request Accounting Linestable. Thisbox isused to add remarks pertaining to the
accounting appropriations for the current travel action. Click inside the text box and type the
desired remarks. Click the Validate Accounting button when finished.

5. Request Remarks- Back at the Request for Advance screen, It may be necessary or
beneficial to add remarks to the Advance Request. Click the Remarks button to access the
Advance Request Remarks screen. Type the desired remarks and click the Return button
when finished.
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6. When finished entering the required information at the Request Accounting screen, click the
Save button.

7. Releasethe Request for Advance to the AO for approval when ready. Refer to the link
“Releasing Request for Advance listed below under the “ See Also” heading.

See Also

Entering Accounting

Entering Remarks

Deleting Request for Advance

Canceling Request for Advance

Releasing Request for Advance

Saving Request for Advance

Viewing Request for Advance

Modifying Request for Advance

Printing Request for Advance

Deleting Request for Advance

A Request for Advance that has not been released to the AO may be deleted by the Traveler or the
Proxy.

Note: The AO cannot delete a Request for Advance. If the request has already been forwarded to
the AO, but should be deleted, the AO must return the request to the Traveler.

2 Deleting Request for Advance Traveler/Proxy view:

1. Loginto UTS and change the view to Traveler or Proxy, if necessary.
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2. Atthe UTS Request Status screen, select the Request for Advance you wish to delete by
pointing and clicking on the desired item displayed in the Claims List.

3. After selecting a Request for Advance, use one the following methods:

e Method 1: - Click the Delete button at the bottom of the screen and then click on Yes at the
AreYou Sure pop-up.
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e Method 2: - Click the File menu, select the Delete option from the drop down menu, and click
on Yesat the Are You Sure pop-up.

e Method 3; - Click the M odify or View button at the bottom of the screen to access the
Advance Request screen. At this screen, click the Delete Request button then click on Yes at
the Deleting this Request pop-up.

e Method 4: - Click the M odify or View button at the bottom of the screen to access the
Advance Request screen. At this screen, click the File menu and then click on the Delete
Request option. Click on Yes at the Deleting this Request pop-up to complete the process.

Tip: A Reguest for Advance created by a Proxy can only be deleted by the Traveler if the
Traveler takes control of the request.

Canceling Request for Advance

If theinitial input or current changes to a Reguest for Advance have not been saved, there are two
ways to cancel a Request for Advance, or the changes being made:

1. Click the Cancdl button at the bottom of the Request for Advance screen. A pop-up appears
asking if you wish to cancel this screen. Click on Yes.

2. Click on the File menu at the top of the Request for Advance screen, then click on the
Cancel Request Changes & Return option. A pop-up appears asking if you wish to cancel
this screen. Click on Yes.

i, Bequest for Advance

Wiew Other Info Help

Save Request Changes & Retumn
Delete Reguest

Cancel Request Changes & Return

Print Request

Send to A0

Releasing Request for Advance

A Request for Advance can be released to the AO by either the Traveler or the Signatur e Proxy
designated by the Traveler.

W Use one of the following methods to release a Request for Advance:

e Method 1: - Click the Send to AO button at the bottom of the Request for Advance screen.

Send to AQ

e Method 2: - Click on the File menu at the top of the Request for Advance screen, then click
on the Send to AO option.

e Method 3: - Point and click on the desired Request for Advance listed in the Claims List on
the UT S Request Status screen, then click the Send to Auth button.
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Method 4: - Point and click on the desired Request for Advance listed in the Claims List
the UT S Request Status screen, then click on the File menu. From the File drop down
menu, select Send to Authorizing Official.

After using one of the various Release methods, the Select Authorizing Official screen
appears requiring the user to select an AO.

. Sebecd Authodizing (ihcial

2.

w

e

Siber |IZA5.LIFEIR'11I.I5.IH‘5TITIJ'E OF TECHROLDGY

tutrizng il [N

__ Concel | Leanani 10 AD

At this screen, the name of the traveler’s unit will be displayed at the Site field and the
designated Authorizing Officials are listed below. If the correct AO islisted, click on the
desired name, then click on the Transmit to AO button. The user can also click on the
Change Site button to select a different unit and see alist of Authorizing Officials for the
newly selected unit.

After selecting an AO, a pop-up appears requiring the entry of a Confir mation Password.
Thisisthe Secondary Password that was created when the user’s Personal Profile was
created. Type the confirmation password and click the Done button.

After entering the confirmation password, UTS forwar ds the transaction to the AO and
returnsto the UT S Request Status screen.

on
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Saving Request for Advance
There are two ways to save a Request for Advance:
(2 Saving a Request for Advance:

e Method 1: - Click the Save button at the bottom of the Request for Advance screen.

Wethod of Paymend [THECE
Accounting Classfcstioe

e Method 2: - Click on the File menu at the top of the Request for Advance screen, then click
on Save Request Changes & Return.

Viewing Request for Advance

On occasion, it may be necessary to View a Request for Advance that has been created and saved.
This can be accomplished using two different methods.

ml Viewing a Request for Advance:
1. Loginto UTS.

2. Atthe UTS Request Statusor UTS Request Requiring Action screen, point and click on
the desired Request for Advance displayed in the Claims List. After selecting a request, use
one of the following methods to view the request.

TRAVELER

e Method 1 - Click the File menu and then select the M odify or View option.
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e Method 2 - Click the M odify or View button at the bottom of the screen.

Tip: When finished Viewing the request, click the Cancel Changes button, the Save button, or
the X in the top right hand corner of the Request for Advance screen, and answer Y es.

Modifying Request for Advance

On occasion, it may be necessary to M odify a Request for Advance that has been created and
saved. This can be accomplished using two different methods.

@ Modifying a Request for Advance:

1.

Loginto UTS.

At the UTS Request Status or UTS Request Requiring Action screen, point and click on
the desired Request for Advance displayed in the Claims List. After selecting arequest, use
one of the following methods to make modifications:

TRAVELER

Method 1: - Click the File menu and then select the M odify or View option.
Method 2: - Click the M odify or View button at the bottom of the screen.

At the Request for Advance screen, press Enter or Tab to move through the input fields, or
point to the desired field and click the left mouse button. Type the required change or select
anew option as needed.
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4. The Accounting Appropriation can be modified by clicking on the M odify Acctng button.
When the Request Accounting screen appears, enter a new appropriation, modify the
previously entered appropriation, or modify the accounting remarks, if necessary. Click the
Validate Accounting button at the bottom of the Request Accounting screen when finished
to save the changes and return to the previous screen.

5. The Request for Advance Remar ks can be modified by clicking on the Remar ks button, then
typing the desired changes. Click on the Return button at the bottom of Request Remarks
screen when finished to save the changes and return to the previous screen.

6. After making the desired changes, click the Save button at the bottom of the Request for
Advance screen.

See Also

Entering Accounting

Entering Remarks

Saving Request for Advance

Printing Request for Advance

There are two waysto print a Request for Advance:

1. Click the Print Request button at the bottom of the Request for Advance screen.

2. Click on the File menu at the top of the Request for Advance screen, then click on the Print
Request option.

m. Request for Advance

Wiew Other Info - Help
Save Hequest Changes & Return
Delete Request
LCancel Request Changes & Retumn

Frint Request

Send to AQ
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Travel Settlements

About Travel Settlements

e The UTS program provides the user with the capability to create a Request for Settlement for
TDY, Local and MILPCS travel. Settlement claims are used to calculate the allowances the
Traveler is entitled to for performing the ordered travel. Upon completion of the travel,
settlements are entered into UTS by either the Traveler, Proxy, or Signatur e Proxy.

e Once approved by the Authorizing Official, settlement claims aretransferred to IATS for
computation.

e A Request for Settlement cannot be created unless there is an approved Travel Authorization
or Travel Order record in the database.

Creating Request for 1351-2 Settlement

When thereis an approved Travel Authorization or Travel Order record in the database, a
Request for 1351-2 Settlement may be created by either a Traveler, Agency Proxy, or a
Signature Proxy.

The stepsinvolved in creating a Request for 1351-2 Settlement depend on which of the following
View modesis used:

e Traveler
e Proxy
e Signature Proxy

Y Creating Request for 1351-2 Settlement - Traveler View
1. Loginto UTSasaTraveler or change the view to Traveler if necessary.
2. Atthe UTS Request Status screen, there are two waysto access the Request for TDY or

MILPCS Travel Settlement screen:

e Method 1: Click onthe Fill out button. A drop down menu appearslisting a variety of travel
actions. Click on Request for 1351-2 Settlement and the Select Traveler Order screen
appesars.

e Method 2; Click on the File menu and then point on the Create option. A drop down menu
appears listing a variety of travel actions. Click on Request for 1351-2 Settlement and the
Select Travel Order screen appears.

147



Seedart fhe Trawesl Ordier bo winich & settiemnent will be soplisd by i e
SELECTED kafton. I i Traveel Onder i nol Esbed, een depress i NEW Bullon 10 criesle o nenw one.

T
vl el SELECTED Tiarval Qides

3. At thisscreen point and click on an order displayed in the table and then click the Create
Settlement for Selected Order button. If the correct order is not displayed, click on the
Create Settlement for New Travel Order button.

4. After clicking the Create Settlement for Selected Order button or creating a new order, the
Request for TDY or MILPCS Settlement screen appears.

5. Complete the Request for Settlement screen. Refer to the links listed below under the
heading “See Also for additional instructions.

Y Creating Request for 1351-2 Settlement - Proxy View
1. Loginto UTSasaProxy or change the view to Proxy if necessary.
2. Atthe UTS Request Status screen, there are two ways to access the Request for TDY or
MILPCS Travel Settlement screen:

e Method 1: - Click on the Fill out button. A drop down menu appears listing a variety of travel
actions. Click on Request for 1351-2 Settlement and the Select Traveler and Travel Order
screen appears.

e Method 2; - Click on the File menu and then point on the Create option. A drop down menu
appears listing a variety of travel actions. Click on Request for 1351-2 Settlement and the
Select Traveler and Travel Order screen appears.
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3. Atthisscreen, the Travelerstablelists al of the Travelers the Proxy can perform services
for. Click the desired Traveler's name and any travel authorizations or travel orders that
have already been created will appear in the Travel Orderstable.

4. Point and click on an order displayed in the Travel Orderstable and then click the Create
Settlement for Selected Order button. If the correct order is not displayed, click on the
Create Settlement for New Travel Order button.

5. After clicking the Create Settlement for Selected Order button or creating a new order, the
Request for TDY or MILPCS Settlement screen appears.

6. Completethe Request for Settlement screen. Refer to the links listed below under the
heading “ See Also” for additional instructions.

See Also

Entering TDY Settlements

Entering MILPCS Settlements

Request for 1351-2 Settlement Itinerary

Reason for Stop

Method of Reimbursement

Entering Reimbursable Expenses

Request for Settlement - Itinerary
Theltinerary section is used to record the details regarding the trip.
Note: If aTravel Authorization was previously created and approved by the AO, the itinerary

previously entered on the authorization is automatically copied to the Itinerary section. The user
should review this default itinerary and make any necessary changes, if applicable.
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(2 Complete the Itinerary by entering the following information:
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e Depart Date - The departure date on the first line of the itinerary automatically defaults from
the beginning date entered at the Period Covered field in the Top section of the Travel Order.
Press Enter to continue or type a different date if necessary.

e Depart Location - At thisfield, the L ocation L ookup screen automatically appears.
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Select State or Country

At the State/Country field, type the first letter of the state or country then click the Up/Down
arrows until the desired name is displayed. Click on the nameto select.

At the City field, type the first two letters of the city name. Thisdisplaysalisting of city names,
for the previoudly selected state or country, beginning with those letters. Click on the desired city
name to select.

e Transportation - At thisfield, a drop down listing of various transportation modes appears.
Click the Up/Down arrows until the desired mode is displayed. Click on the correct mode to
select.

e Group ? - When Group Travel Rules has been activated in the Top section of the Travel
Order, and the transportation mode is PP, CP, CV, GP, GV, TP, TV, AF, CS, the user must
specify whether Group Travel rules apply. If Group Travel rules apply to the leg, click this box.
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Note: When Group Travel rules are selected, the computation program will not calculate any
per diem for the Group Travel leg.

e Arrive Date- The date at the previous Departure Date field defaultsto the Arrival Date field.
Press Enter to accept this date or type a new date if necessary.

e Arrive Location - Use the same method explained at the Depart L ocation field to complete
the Arrive Location field. This should be the location where the traveler stops to perform
official duty.

e Reason for Stop - At thisfield, adrop down listing of various reasons for stopping appears.
The default value for thisfield isTD - Temporary Duty. PressEnter if thisis correct. If not,
click the Up/Down arrows until the desired reason is displayed. Click on the correct reason to
select.

e Method of Reimbursement - At thisfield, adrop down listing of various per diem computation
methods appears. The default value for thisfield isLDP - Lodgings Plus. Press Enter if thisis
correct. If not, click the Up/Down arrows until the desired method is displayed. Click on the
correct method to select.

e Quarters- At thisfield, adrop down listing of various lodging types appears. The default
value for thisfield is CQ - Commercial Lodging. PressEnter if thisiscorrect. If not, click
the Up/Down ar rows until the desired typeis displayed. Click on the correct type to select.

e Messing - At thisfield, adrop down listing of various meal types appears. The default value
for thisfieldisCM - Commercial Meals. Press Enter if thisis correct. If not, click the
Up/Down arrows until the desired typeisdisplayed. Click on the correct type to select.

e Lodging Cost - At thisfield, enter the daily lodging cost for the location where the travel er
remained overnight.

e POC Miles- At thisfield, enter the official distance for the ordered travel if a privately owned
vehicle was used.

Note: Use the procedures previously explained to complete the return travel leg or additional
travel legs for theitinerary. When finished with the itinerary, complete the Reimbur sable
Expenses section, if necessary, or save the claim and release it to the Authorizing Official for
approval.

See Also

Entering Dates

Reason for Stop

Inserting Itinerary Legs

Deleting Itinerary Legs

Request for Settlement - Reimb. Expenses

Exceptions

Occasional Expenses

Deleting Request for 1351-2 Settlement

Canceling Request for 1351-2 Settlement

Saving Request for 1351-2 Settlement

Printing Request for 1351-2 Settlement

Releasing Request for 1351-2 Settlement
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Reason for Stop

When completing an Itinerary, a Reason for Stop codeis required on each arrival line. A table
appears at the Reason for Stop field displaying a variety of codes that may be used.

|Reazon for Stop iers | Messing

- Auwaiting Tran

- Temporan Doty
-Leave

- Augthonzed Owernight Delay
- Waoluntary B eturn

- Enroute Stop Ower

The purpose of the code is to determine what action must be taken by the travel computation
system and what allowances are applicable. A listing of the various Reason for Stop codes and
an explanation of their purposeis provided below:

AT - Awaiting Transportation - Thisis used when the traveler is simply stopping at alocation
to change the mode of transportation.

TD - Temporary Duty - Thisisthe default value at thisfield sinceit is the most common
reason atraveler stops. Use this code when the point the traveler arrived at isthe TDY point.

LV - Leave - Use this code when the traveler has stopped at alocation for the purpose of taking
leave. Thiscode will cause the computation system to terminate per diem during the leave
period.

MC - Mission Complete - Use this code when the trip is finished and the traveler has arrived at
the Permanent Duty Station (PDS).

AD - Authorized Delay - Use this code when the traveler has made an officia stop and
remained overnight while enroute to an official duty point.

VR - Voluntary Return - Use this code when a traveler has voluntarily returned to the PDS
duringaTDY trip. Thiscommonly occurs when travelers are on lengthy TDY trips and thereis
aholiday weekend involved. Using this code causes the computation system to perform a cost
comparison of what it would have cost the government had the traveler remained at the TDY
location. This cost isthen compared to the expenses the traveler incurred for performing the
VR travel. Thetraveler isreimbursed these travel expenses up to what it would have cost the
government to remain at the TDY location.

Note: The following Reason For Stop Codes apply to MILPCS travel:

DV - Drop Off Vehicle At Vehicle Port - Use this code when the purpose of the stop isto drop
off aPrivately Owned Vehicle (POV) at avehicle port facility for overseas shipment.

PV - Pick Up Vehicle At Vehicle Port - Use this code when the purpose of the stop isto pick
up a POV from avehicle port facility for movement to a new PDS.

ES - Enroute Stopover - Use this code when the traveler has made an official stop and
remained overnight while enroute to an official duty point. (This code may also be used with
TDY travel).

DP Drop Off Passengers - Use this code when the purpose of the stop isto drop off passengers
at a passenger facility. This ordinarily occurs when delivering a POV to avehicle port facility
for overseas shipment in conjunction with a PCS and passengers are dropped off first.
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e PP - Pick Up Passengers - Use this code when the purpose of the stop is to pick up passengers
at a passenger facility. Thisordinarily occurs after a POV is picked up from a vehicle port
facility in conjunction with a PCS and the passengers are picked up afterwards.

e DL - Designated L ocation - Use this code when the stop location is a point designated as a delay point
for dependents pending orders for overseas PCS travel, or when overseastravel is denied. Thisisalso
the appropriate code to identify alocation as Consecutive Overseas Tour (COT) leave point.

e HP - Change of Home Port - Use this code when the purpose of the stop is deliver aPOV at the new
Home Port and the traveler returns to the old Home Port pending enroute travel.

Method of Reimbursement

A Method of Reimbur sement code is used to determine what per diem entitlement ruleis
applicable for the trip. When completing an Itinerary, a Method of Reimbursement codeis
required on each arrival line where the reason for stop codeis TD, AD, or ES. A table appears at
the Method of Reimbursement field displaying a variety of codes that may be used. Following, is
alist of the Method of Reimbursement codes listed by UTS and an explanation of their meanings:

e LDP - LodgingsPlus. Thisisthe most common per diem reimbursement method. Under the
lodgings plus rules, the traveler is entitled to the actual amount spent for lodging, not to exceed
the maximum rate established for the locality, plus aflat amount for meals and incidental
expenses (M&IE), that has also been pre-determined. For example; under the Lodgings Plus
rules, the maximum locality rate for Washington DC is $115 for lodging and $46 for M&IE. If
the traveler actually pays $110 for lodging, the entitlement will be $161 for the day.

e FD - Field Duty. Thisisthe method that should be used when the traveler is performing
temporary duty under field conditions. Under this reimbursement method, no per diem is
payable. This prohibition begins at 0001 on the day after the field duty begins and terminates at
2400 on the day prior to the day the field duty ends.

e SD - Sea Duty. Thisisthe method that should be used by all Coast Guard member s when
performing temporary duty on-board a US Gover nment Vessel. Under this reimbursement
method, no per diem is payable. This prohibition begins at 0001 on the day after the traveler
arrives on-board and terminates at 2400 on the day prior to the day the traveler departs.

e LTT -Long Term Training. Thisreimbursement method appliesto civilian employees of the
federal government only. Under this reimbursement method, the employeeis entitled to 55% of
the maximum rate established for thelocality. There are two criteriafor this entitlement rule.
Thefirst criteriaisthat the purpose of the TDY isfor training and isfor a period of more than
30 days. The second criteriaisthat the purpose for the TDY isany reason and isfor a period of
more than 180 days.

e AE - Actual Expense. Thisisthe method that should be used when it has been determined that
the standard locality per diem rate will not adequately cover the expenses, and reimbursement of
Actual Expensesfor both lodging and M & | E is being requested or approved. Under this
method, the standard locality per diem rate isincreased by 150% .

Tip: When AE is selected as the Method of Reimbursement, the user must click on the
Exceptions button after completing the itinerary and then enter the amounts spent for M& I E at the
Daily Exceptions screen.

e AELP - Actual Expense Lodgings Plus. Thisisthe method that should be used when it has
been determined that the standard locality per diem rate will not adequately cover the expenses
for lodging, and reimbursement of Actual Expenses for lodging only is being requested or
approved. Under this method, the standard locality per diem rate, for lodging only, isincreased
by 150%. The M&IE isreimbursed using the standard flat rate established for the locality.
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NPD - No Per Diem. Thisisthe method that should be used when the traveler is not entitled to
per diem while performing official duty travel. Some examples of travel situations when this
rule may apply are Auxiliarist, Emergency Leave, and M edical Patient travel.

INP - Inpatient Hospital. Thisisthe method that should be used when the traveler has been
admitted to a hospital as an inpatient. Under this reimbursement method, no per diem is
payable. This prohibition begins at 0001 on the day after the patient is admitted and terminates
at 2400 on the day prior to the day the patient is discharged.

REH Rehabilitation Center. Thisisthe method that should be used when the traveler has
been admitted to a Rehabilitation Center as an inpatient. Under this reimbursement method, no
per diem ispayable. This prohibition beginsat 0001 on the day after the patient is admitted
and terminates at 2400 on the day prior to the day the patient is discharged.

AF - Alaskan Ferry. Thisisthe method that should be used when the traveler has boarded the
Alaska Marine Highway System, a.k.a.,, the Alaskan Ferry. While on board thisferry, a per
diem (M&IE) equal to the highest CONUS M&IE to cover meal and incidental expensesis
payable for each full day. Per diem is payable for the day of arrival (embarkation) on board the
ferry at the rate applicable to the port of embarkation.

BC Boot Camp. Thisisthe method that should be used by Reservists who are traveling from
their home to their Basic Training location and return. While at the training location, no per
diem ispayable. This prohibition begins at 0001 on the day after the traveler arrives and
terminates at 2400 on the day prior to the day the traveler departs.

SAE - Super Actual Expense. Thisisthe method that should be used when it has been
determined that the standard locality per diem rate will not adequately cover the expenses, and
reimbursement of Actual Expenses for both lodging and M & | E is being requested or
approved. Under this method, the standard locality per diem rate isincreased by 300%. This
method is typically used for relief missions associated with disasters.

Tip: When SAE is selected as the Method of Reimbursement, the user must click on the
Exceptions button after completing the itinerary and then enter the amounts spent for M& | E at the
Daily Exceptions screen.

SAEL - Super Actual Expense & LodgingsPlus. Thisis the method that should be used
when it has been determined that the standard locality per diem rate will not adequately cover
the expenses for lodging, and reimbursement of Actual Expenses for lodging only is being
requested or approved. Under this method, the standard locdity per diem rate, for lodging only,
isincreased by 300%. The M&IE isreimbursed using the standard flat rate established for the
locality. This method istypically used for relief missions associated with disasters.

OB - On Board Ship. Thisisthe method that should be used by individuals who are not Coast
Guard members and are performing temporary duty on-board a US Gover nment Vessel. Under
this reimbursement method, civilian employees are entitled to a per diem rate of $2 per day
when meals are provided at no cost. If the employeeisrequired to pay for meadls, the
government meal rate (currently $7.50) applies. In addition, an additional $2 per day is
reimbursed if the employee is required to pay for lodging while on-board. This entitlement rule
begins at 0001 on the day after the traveler arrives on-board and terminates at 2400 on the day
prior to the day the traveler departs.

FLT - Flat Per Diem. Thisisthe method that should be used when a special per diem rate,
other than the rate specified for the locality, is directed in the travel orders.
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Exceptions

When an itinerary is entered, UTS prompts for the Daily L odging Rate and the type of Quarters

and M eals applicable at each stopover location. These values are used as the default for the

inclusive period involved. On occasion, however, it may be necessary to deviate from the default
values. Thelodging rate may have been different on a particular day or there may have been a
deductible or government meal available that is not reflected in the default values. If this situation

occurs, the Exceptions function can be used for making adjustments on a daily basis.

Note: The Exceptions function must be used to capture the daily expenses for meals and

incidental expensesif the traveler was authorized Actual Expenses for both lodging and meals at

the official duty paint.

2 Complete the following steps to process an Exception:

1. The Exceptions button islocated just below theitinerary on the Trip screen. Click this

button.
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2. After clicking on the Exceptions button, the Daily Exceptions screen appears.
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3. At this screen, adjustments can be made in the following areas for any listed day:

e Breakfast, Lunch, and Dinner Type

e Lodging Cost

e Breakfast, Lunch, Dinner and Incidental Expenses Cost
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4. Point and click in the desired input field.

5. If changing a meal type, adrop-down listing of various meal types appears. Point and click
on the new meal type to make a selection.

6. If changing the lodging, meals, or incidental expenses cost, simply type the new dollar
amount.

7. When finished click the Save button.

Occasional Expenses

For certain types of travel situations, per diemis not payable. If atraveler isrequired to use
personal funds to purchase meals or lodging, however, these expenses are considered to be
Occasional Expenses. Reimbursement for the purchase of occasional expenses typically occur
under one of the following circumstances:

e Round Trip performed in 12 Hoursor Less
e Duty on board a Government Ship
e Field Conditions

If one of these situations apply, the Occasional Expenses screen is used to capture the expenses
for lodging and meals purchased by the traveler with personal funds.

(2 Complete the following steps to make input for Occasional Expenses:

1. The Occasional Expenses button islocated just below theitinerary onthe Trip screen. Click

this button.
Itmeram
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2. After clicking on this button, the Occasional Expenses screen appears.
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3. At thisscreen, make the required input at each of the following fields:

Date - Enter the date in which the occasional expense was incurred.

Type of Expense - At thisfield, adrop down listing appears displaying various types of
occasional expenses. Point and click on the desired type.

Amount - Type the dollar amount claimed for the occasional expense.

Location - The location entered at this field should be the location where the official duty was
performed or the traveler remained overnight. At thisfield, click on the Choose City button
and the Location L ookup screen appears. At the State/Country field, type the first | etter of the
state or country then click the Up/Down arrows until the desired name is displayed. Click on
the nameto select. At the City field, type the first two letters of the city name. Thisdisplaysa
listing of city names, for the previously selected state or country, beginning with those | etters.
Click on the desired city nameto select.

4.  When finished with the input, click on the Save button.

Request for Settlement - Reimb. Expenses

The Reimbur sable Expenses section is used to record the expenses incurred that were not
associated with per diem. Complete this section by entering the following information:

Dale Maturs of Expenzn ﬂnmdﬂ
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e Date - At thisfield, enter the date of the expense.
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o Nature of Expense - At thisfield, adrop down listing of various expense items appears. Click
the Up/Down ar rows until the desired expense item is displayed. |If the user typesthe first letter
of the description, UTS scrolls the listing until locating the first item beginning with this | etter.
The user may then use the Up/Down arrows to display the exact item. Once the correct itemis
displayed, click on thisitem to select.

e Claimed - At thisfield, enter the amount claimed by the traveler.
When finished entering the reimbursabl e expenses, take the required action to save the claim and
forward it to the Authorizing Official for approval.

See Also

Inserting Expense

Deleting Expense

Exceptions

Occasional Expenses

Deleting Request for 1351-2 Settlement

Canceling Request for1351-2 Settlement

Saving Request for 1351-2 Settlement

Printing Request for 1351-2 Settlement

Releasing Reguest for Settlement

Deleting Request for 1351-2 Settlement

There are several ways to delete a Request for 1351-2 Settlement. The method to use, however,
depends on which input screen is currently displayed.

Vi Deleting a Request for 1351-2 Settlement:

TRANVELER
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1. Loginto UTSand changethe view to Traveler, or Proxy, if necessary.

2. Atthe UTSRequest Status screen, use one of the following methods:

e Method 1: - Point and click on the desired Settlement listed in the Claims List. After selecting
aclaim, click the File menu and then select the Delete option. A pop-up appears asking if you
are sure you wish to delete thisclaim. Click on Yes.
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e Method 2: - Point and click on the desired Settlement listed in the Claims List. After selecting
aclaim, click the Delete button at the bottom of the screen. A pop-up appears asking if you are
sure you wish to delete thisclaim. Click on Yes.

e Method 3: - Point and click on the desired Settlement listed in the Claims List. After selecting
aclaim, click the M odify or View button. The Request for TDY or MILPCS Settlement
screen appears depending on the type of claim selected. At this screen, click the Delete
Request button. A pop-up appears stating “Deleting this Request?. Click on Yes.

Tip: Thedetailsfor aparticular Trip or Expense can also be deleted by clicking on the desired
trip or expense appearing in the Trips Taken or Expenses Claimed box and then clicking on the
Delete button.

= Traps: Taskan
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Modifying Request for 1351-2 Settlement

On occasion, it may be necessary to M odify a Request for 1351-2 Settlement that has been created
and saved.

Regardless of whether the user islogged into UTS asaTraveler, Proxy, or Authorizing Official,
the process for modifying a Request for 1351-2 Settlement is essentially the same. The only
difference isthat the name of theinitial screenistitled (UTS Request Status) for the Traveler
and Proxy. For the AO, thisscreenistitled (UT S Requests Requiring Action).

@ Use one of the following methods to Modify a Request for 1351-2
Settlement:

1. LogintoUTS.

2. Atthe UTS Request Statusor UTS Request Requiring Action screen, there are two
methods for accessing the Request for TDY or MILPCS Settlement screen.

Hhﬂa Leginas ook Help

TRAVELER

e Method 1: - Point and click on the desired Settlement displayed in the Claims List. After
selecting aclaim, click the File menu and then select the M odify or View option.

e Method 2: - Point and click on the desired Settlement displayed in the Claims List. After
selecting aclaim, click the Modify or View button.
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3. AttheRequest for Settlement screen, press Enter or Tab to advance through the input fields,
or point to the desired field and click the |eft mouse button. Type the required change or
select a new option as needed.

4. TheTrip screen can also be modified be clicking on the desired trip or expense appearing in
the Trips Taken or Expenses Claimed box and then clicking on the View/M odify button.

Trips: Takan

Note: Click the View/M odify button in the Trips Taken or Expenses Claimed section to
modify the Itinerary, Exceptions, Occasional Expenses, or Reimbur sable Expenses screens.

5. After making the desired changes, click the Save button.

See Also

Request for Settlement - Itinerary
Exceptions

Occasional Expenses

Request for Settlement - Reimb. Expenses
Saving Request for 1351-2 Settlement

Canceling Request for 1351-2 Settlement

There are several waysto cancel the initial input or changes being made to a Request for
Settlement. The cancel function will only delete the current input, however. If the request has
been saved previoudy, the Delete Request for 1351-2 Settlement option must be used to
completely remove the request.

ml Use one of the following methodsto Cancel the input to a Request for 1351-2 Settlement:

e Method 1: - Click the Cancel button at the bottom of the Trip screen if you wish to cancel this
screen and return to the previous screen. A pop-up appears asking if you wish to cancel this
screen. Click onYes. Thisaction will cancel the trip and return the user to the Request for
Settlement screen.

Cancel |

e Method 2; - Click the File menu at the top of the Trip screen then click on the Cancel all
Changes option. A pop-up appears asking if you wish to cancel this screen. Click on Yes.
This action will cancel the trip and return the user to the Request for Settlement screen.

e Method 3: - Click the Cancel all Changes button at the bottom of the Exceptions or
Occasional Expenses screen if you wish to cancel the input to one of these screens and return
to the previous screen. A pop-up appears asking if you wish to cancel this screen. Click on
Yes.

Cancel all changes

e Method 4: - Click on the File menu at the top of the Request for Settlement screen, then click
on the Cancel all Request Changes & return option. A pop-up appears asking if you wish to
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cancel thisscreen. Click on Yes. This action actually cancels all of the input made to the
settlement.

i, Hequest for Settlement

Wiew Other Info - Help

Save Request Changes & retumn

Print Request
Delete Reguest

Cancel all Request Changes &

Send to A0

See Also
Deleting a Request for 1351-2 Settlement

Releasing Request for 1351-2 Settlement

There are several waysto release a Request for Settlement. This process can be performed by
either the Traveler or the Signature Proxy designated by the Traveler.

ml Use one of the following methods to release a Request for 1351-2 Settlement:

1. Loginto UTS. Afterwards, change the view to Traveler or Proxy, if necessary.

e Method 1: - Click the Send to button at the bottom of the Request for Settlement screen and
then click on Send to AO.

e Method 2: - Point and click on the desired Settlement listed in the Claims List onthe UTS
Request Status screen, then click the Send to Auth button.

= UTS Request Stabus

TRAVELER

e Method 3: - Click on the desired Settlement listed in the Claims List on the UT S Request
Status screen, click on the File option, then click on the Send to Authorizing Official option.

2. After using one of the (3) methods to release the settlement, the Select Authorizing Official
screen appears requiring the user to select an AO.
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3. Atthe Select Authorizing Official screen, the name of the traveler’s unit will be displayed at
the Site field and the designated Authorizing Officials are listed below. If the correct AO is
listed click on the desired name, then click on the Transmit to AO button. The user can also
click on the Change Site button to select a different unit and see alist of Authorizing
Officials for the newly selected unit.

4. After selecting an AO, a pop-up appears requiring the entry of a Confir mation Password.
Thisisthe Secondary Password that was created when the user’s Personal Profile was
created.

5. After entering a confirmation password, UTS forwar ds the transaction to the AO and returns
to the UT S Request Status screen.

Printing Request for 1351-2 Settlement

There are three waysto print a Request for 1351-2 Settlement:

1. Click the Print Request button at the bottom of the Request for Settlement or Trip screens.

2. Click onthe Print Expense button at the Trips Taken or Expenses Claimed section of the
Request for Settlement screen.

3. Click on the File menu at the top of the Request for Settlement or Trips screens, then click
on the Print Request option.

i, Bequest for Settlement
Wigw Other Info Help

Save Reguest Changes

Brint Request

Delete Request

Cancel all Fequest Changes
Exit
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Saving Request for 1351-2 Settlement

There are several waysto Save a Request for 1351-2 Settlement. The method to use, however,
depends on which input screen is currently displayed.

@ Use one of the following methods to Save a Request for 1351-2
Settlement:

e Method 1: - Click the Save button at the bottom of the Request for Settlement screen.

Save |

e Method 2: - Click the File menu at the top of the Request for Settlement screen, then click on
the Save Request Changes & return option.

. Fequest for Settlement

Yigw Other Info Help

Save Request Chanages & return

Print Request
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e Method 3: - Click the Save button at the bottom of the Trips screen.

Save |

e Method 4: - Click the File menu at the top of the Trips screen, then click on one of the two
Save options.

Jump To  Wiew other info Help

Save and Continue editing

Delete thiz Woucher
Print

Cancel all changes

Done

e Method 5: - Click the Save button at the bottom of the Exceptions or Occasional Expenses
screens.

Save |

Viewing Request for 1351-2 Settlement

On occasion, it may be necessary to View a Request for 1351-2 Settlement that has been created
and saved.

Regardless of whether the user islogged into UTS asa Traveler, Proxy, or Authorizing Official,
the process for viewing a Request for Settlement is essentially the same. The only differenceis
that the name of theinitial screenistitled (UTS Request Status) for the Traveler and Proxy. For
the AO, thisscreenistitled (UTS Requests Requiring Action).
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1 Use one of the following methods to View a Request for 1351-2
Settlement:

1. LogintoUTS.

2. Atthe UTS Request Statusor UTS Requests Requiring Action screen, there are two ways
to view the Request for TDY or MILPCS Settlement screen:

e Method 1: - Point and click on the Request for 1351-2 Settlement displayed in the Claims List.
After selecting a claim, click the File menu and then select the M odify or View option.

TRANVELER

e Method 2: - Point and click on the Request for 1351-2 Settlement displayed in the Claims List.
After selecting aclaim, click the M odify or View button.

3. After using either method 1 or 2, the Request for TDY or MILPCS Settlement screen
appears.

&, Regquest Tor Setllenen

LSER, SLIFERT 110G O

Reguext

Type of Seldemant r Typeof Paisl [MOT & PARTIAL - Sishe
Pay TaCracli Caid Ca F Ak Fugvicudhy Sdvancad |0 Emtmiad
Classilfes alasn:

0 T T 0 A O S 7=~ o o~ |~

4. At thisscreen, the user can view the input screens for atrip or expense by highlighting the
desired item and clicking the View/M odify button.

Note: Click the View/M odify button in the Trips Taken or Expenses Claimed section to view
the Itinerary, Exceptions, Occasional Expenses, or Reimbur sable Expenses screens.

5.  When finished Viewing the request, click the Cancel Changes button, the Save button, or the
X in the top right hand corner of the Request for Settlement screen, and answer Yes.
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See Also
Modifying Request for Settlement

MILPCS Settlements
Entering MILPCS Request for Settlement

The Request for MILPCS Settlement screen consists of two sections;

AT
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e Request - Thissection is used to gather the administrative information.

e Expenses Claimed - This section is used to gather the claim specific details for the various
types of MILPCS entitlements.

(2 Completing the Request section:

1. Typeof Settlement - At thisfield alisting of claim types appears. Click on the desired type
to make a selection.

2. Typeof Partial - At thisfield, a selection of various type of partial settlements can be made
by clicking the buttons at the far right of the selection field. If the claim is not a partial
settlement, press Enter or click on the selection Not A Partial.

3. Payto Credit Card Co. - Thisfeature is not operational at thistime.

4. Amt Previously Advanced - Thisfield is used to specify the amount of the PCS funds
advanced to the traveler. If the advance was recorded in UTS prior to the processing of the
settlement, that amount will be displayed. Users may enter a higher amount if an additional
amount was received and was not recorded in UTS. Type the dollar amount of the advance
received or a different amount, if necessary.

5. Accounting - Click on the M odify Acctng button to access the Reguest Accounting screen.
6. Remarks- Click onthe Remarks button to access the Remarks Request screen.

(2 Completing the Expenses Claimed section:

When processing settlement requests for MILPCS claims, there is avariety of entitlements that
may beinvolved. These entitlements, referred to as expenses, include per diem and transportation
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allowances for En Route Travel, Temporary Lodging Expense (TLE), Temporary Lodging
Allowance (TLA) and Dislocation Allowance (DLA).

The following links provide detailed instructions for performing the functions possible at the
Expenses Claimed section.

See Also

Entering Accounting

Entering Remarks

Adding an Expense

View or Modify an Expense

Printing an Expense

Deleting an Expense

Adding an Expense

Various MILPCS travel entitlements may be added to a settlement request by clicking on the Add
Expense button on the Request for M 1L PCS Settlement screen and then selecting the desired
item from the pop-up listing.

-E Claimeed ]
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Note: Only itemsthat have been authorized on the Travel Authorization/Order may be
selected.

To make a selection, click the Add Expense button. A pop-up appears listing the following PCS
entitlements:

e EnRoute

e TLE

e TLA

e DLA

Only the items that have been authorized on the Travel Authorization/Order are displayed with
black lettering. Click on any item appearing in black lettering to make a selection.

Entering En Route Travel Expenses

When a Coast Guard member and/or dependents relocate from one permanent duty station to
another, the travel and transportation allowances are paid as an En Route Travel Expense. This
expenseis entered into UTS by clicking on the Add Expense button |ocated on the Request for
MILPCS Settlement screen, and then clicking on En Route. After making this selection, the
Trip screen appears.
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The Trip screen for aMILPCS settlement consists of four separate sections.

e Top - Thissectionisalso referred to as the Miscellaneous Questions section. If the
member/dependent was the owner or operator of the privately owned vehicle (POV), when one
was used for the travel, click onthe Owner Operator of POV box. Atthe How many POV’s
used field, type the number of POV’sthat were used.

e Dependents- This section is used to select which dependents are to be included in the expense
calculation. At this section, the name of the member and all dependents are listed, if the
dependent information was entered when the MILPCS travel order record was created. Click
the Included box next to the name of each person who participated in the En Route travel.

e |tinerary - This section captures the details for the En Route travel portion of the PCS claim.
Please refer the topic “ Request for Settlement - Itinerary by clicking on the “Itinerary link
under the heading See Also.

e Reimbursable Expenses - This section is used to capture any expenses that are not covered by
per diem. Please refer the topic “ Request for Settlement - Reimb. Expenses by clicking on the
“Reimbur sable Expenses link under the heading See Also”.

See Also

[tinerary

Reimbursable Expenses

Entering TLE/TLA Expense

When a Coast Guard member and/or dependents relocate from one permanent duty station to
another, There is normally a period of temporary lodging that may occur at the old duty station,
the new duty station, or both. The expenses for this temporary lodging plus meals are paid asa
Temporary Lodging Expense (TLE) or Temporary Lodging Allowance (TLA). Thisexpenseis
entered into UTS by clicking on the Add Expense button located on the Request for MILPCS
Settlement screen, and then clickingon TLE or TLA. After making this selection, the TLE or
TLA Allowance screen appears.
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(2 Completing the TLE/TLA Allowance screen:

Date - At thisfield type the beginning date, in MM DDY'Y format, of the TLE/TLA period.

Location - At thisfield, the L ocation L ookup screen automatically appears. At the
State/Country field, type the first letter of the state or country then click the Up/Down arrows
until the desired name is displayed. Click onthe nameto select. At the City field, type the
first two letters of the city name. Thisdisplaysalisting of city names, for the previoudy
selected state or country, beginning with those letters. Click on the desired city name to select.

Who's Traveling - At thisfield, the name of the member and all dependents are listed, if the
dependent information was entered when the MILPCS travel order record was created. Click
the box next to the name of each person who wasincluded inthe TLE/TLA period.

Lodging Cost - At thisfield, type the total amount of the daily lodging cost for the member
and dependents.

Mess/Cooking - At thisfield, click in the box if there were government dining facilities
available or if the temporary lodging had cooking facilities. Press Enter to continue.

After pressing Enter at the M ess/Cooking field, ablank line appears below the line just
completed. Continue entering the additional TLE/TLA expenses by entering the next date of the
period. Noticethat UTS populates every field with the information that was entered on the
previous line. Make any needed changes or press Enter through each field to continue.

When finished entering the expenses for the TLE/TLA period, click the Save button.

See Also

Inserting TLE/TLA Expense
Deleting TLE/TLA Expense
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Inserting TLE/TLA Expense

On occasion, it may be necessary toinsert aTLE or TLA expense to an already completed
period. This could occur if a date had been accidentally skipped.

BERLIAHIN. JAC0B .

Vi Complete the following steps to insert a TLE or TLA expense:
1. Point and click in the date field where the new expense should be inserted.

2. Click onthelnsert Expense button. UTS will insert anew line at the selected location in the
expenses listing.

3. Enter the required expense information.

See Also
Entering TLE/TLA Expense
Deleting TLE/TLA Expense

Deleting TLE/TLA Expense

On occasion, it may be necessary to deletea TLE or TLA expense to an already completed period.
This could occur if adate had been accidentally entered twice.

BERLIAHIN. JAC0B .
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(2 Complete the following steps to delete a TLE or TLA expense:
1. Point and click inthe date field of the expense to be deleted.
2. Click onthe Delete Expense button. UTS will delete the line for the date selected.

See Also
Entering TLE/TLA Expense
Inserting TLE/TLA Expense

View or Modify an Expense

After a expense has been added to a Request for MILPCS Settlement, the expense may be
reviewed for accuracy or may be modified, if necessary.

Note: The Traveler or Proxy cannot modify arequest that was released to the AO, unless the
AO returns the request to the Traveler.

Qﬂl Complete the following steps to View or Modify a MILPCS expense:
1. Loginto UTS. Afterwards, change the view to Traveler, or Proxy, if necessary.

2. Accessthe Request for MILPCS Settlement screen. Refer to the topic “Modifying Request
for 1351-2 Settlement” if additional instructions are needed.

Ewponzes Claimed
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3. AttheRequest for Settlement screen, click on the desired expense appearing in the
Expenses Claimed box and then click on the View/M odify button. Either the Trip or
TLE/TLA Allowance screen appears depending on the type of expense selected.

4. View or modify the input screens asdesired. If any changes were made, be sure to take the
appropriate action to save the changes.

Printing an Expense

The details for a particular MILPCS expense may be printed by either the Traveler, Proxy, or
Authorizing Official.

(2 Complete the following steps to Print a MILPCS expense:
1. LogintoUTS.

2. Accessthe Request for MILPCS Settlement screen. Refer to the topic “Modifying Request
for Settlement” if additional instructions are needed.
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At the Request for MILPCS Settlement screen, click on the desired expense appearing in
the Expenses Claimed box and then click on the Print Expense button.

The Print Setup screen appears next. At this screen, ensure that the PC is configured to print
to the appropriate printer. Click on the OK button when ready to print.

TDY Settlements
Entering TDY Request for Settlement

The Request for TDY Settlement screen consists of two sections:

Tope of Sebdermant  [FRAL Type of Patiel [HOT & PARTIAL - Glshs
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e Request - This section is used to gather the administrative information.
e TripsTaken - Thissection is used to gather the claim specific details.

(2 Completing the Request section:

1

Type of Settlement - At thisfield alisting of claim types appears. Click on the desired type
to make a selection.

Type of Partial - At thisfield, a selection of various types of partial settlements can be made
by clicking the buttons at the far right of the selection field. If the claim isnot a partial
settlement, press Enter or click on the selection Not A Partial.

Pay to Credit Card Co. - Thisfeature is not operational at thistime.

Amt Previously Advanced - Thisfield is used to specify the amount of the TDY funds
advanced to the traveler. If the advance was recorded in UTS prior to the processing of the
settlement, that amount is displayed. Users may enter a higher amount if an additional
amount was received and was not recorded in UTS. Type the dollar amount of the advance
received or a different amount, if necessary.
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5. Accounting - Click on the M odify Acctng button to access the Request Accounting screen.
6. Remarks- Click onthe Remarks button to access the Settlement Request Remarks screen.

(2 Completing the Trips Taken section:

At the Trips Taken section, any trips previously entered for the selected travel order are listed.
The user may add anew trip if desired or view, modify, print or delete a previously entered trip.

The following links provide detailed instructions for performing the functions possible at the
Trips Taken section.

See Also

Entering Accounting

Entering Remarks

AddingaTrip

View or Modify aTrip

Printing aTrip

DeletingaTrip

Adding a Trip

The transaction that calculatesthe TDY travel entitlement isreferredto asaTrip. Normally, only
one trip may be added to a Request for TDY Settlement. If thetravel order that directed the
travel isaBlanket order, however, multiple trips may be added to a particular Request for TDY
Settlement claim.

(2 Complete the following steps to Add a Trip to a Request for TDY
Settlement:

1. Loginto UTS. Afterwards, change the view to Traveler, or Proxy, if necessary.

2. Accessthe Request for TDY Settlement screen. Refer to the topic “ Creating Request for
Settlement” if additional instructions are needed.

Trps Taken

I
Trp [iims Encompassed dhrecund e oo

3. AttheRequest for Settlement screen, click onthe Itinerary button. The Trip screen will
appesr.
4. TheTrip screenfor aTDY settlement consists of three separate sections.

e Top - Thissectionisalso referred to as the Miscellaneous Questions section. If the member
was the owner or operator of the privately owned vehicle (POV), when one was used for the
travel, then click on the Owner Operator of POV box.
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e |tinerary - This section captures the details for the travel portion of the TDY settlement claim.
Please refer the topic “ Request for Settlement — Itinerary” by clicking on the “ Itinerary”
link under the heading “See Also”.

e Reimbursable Expenses - This section is used to capture any expenses that are not covered by
per diem. Please refer the topic “ Request for Settlement - Reimb. Expenses’ by clicking on
the “ Reimbursable Expenses’ link under the heading “ See Also”.

5. After completing the Itinerary and Reimbursable Expenses sections, the user may need to
access the Exceptions or Occasional Expenses screens to make changes or make addition
input. Click onthelinksfor these topics under the heading “ See Also”, for additional
information.

6. After completing the Trips screen, click on the Save button.

See Also

Itinerary

Reimbursable Expenses
Exceptions

Occasional Expenses

View or Modify a Trip

After atrip has been added to a Request for TDY Settlement, the trip may be reviewed for
accuracy or may be modified, if necessary.

Note: The Traveler or Proxy cannot modify arequest that was released to the AO, unless the
AO returns the request to the Traveler.

2 Complete the following steps to View or Modify a TDY Trip:

1. Loginto UTS. Afterwards, change the view to Traveler, or Proxy, if necessary.

2. Accessthe Request for TDY Settlement screen. Refer to the topic “Modifying Request for
Settlement” if additional instructions are needed.

= Trips Takan
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3. AttheRequest for Settlement screen, click on the desired trip appearing in the Trips Taken
box and then click on the View/M odify button. The Trip screen appears.

4. View or modify the input screens asdesired. If any changes were made, be sure to take the
appropriate action to save the changes.

Printing a Trip

The detailsfor aparticular TDY trip may be printed by either the Traveler, Proxy, or
Authorizing Official.

(2 Complete the following steps to Print a TDY Trip:
1. LogintoUTS.

2. Accessthe Request for TDY Settlement screen. Refer to the topic “Modifying Request for
Settlement” if additional instructions are needed.

= Traps: Taskan
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3. AttheRequest for TDY Settlement screen, click on the desired trip appearing in the Trips
Taken box and then click on the Print Expense button.

4. ThePrint Setup screen appears next. At this screen, ensure that the PC is configured to print
to the appropriate printer. Click onthe OK button when ready to print.

Deleting a Trip
After atrip has been added to a Request for TDY Settlement, the trip may be deleted, if necessary.

Note: The Traveler or Proxy cannot delete atrip associated with arequest that was released to
the AO, unlessthe AO returns the request to the Traveler.

2 Complete the following steps to Delete a TDY Trip:

1. Loginto UTSinthe Traveler or Proxy mode. Change the view to Traveler, or Proxy, if
necessary.

2. Accessthe Request for TDY Settlement screen. Refer to the topic “Modifying Request for
Settlement” if additional instructions are needed.

= Trips Takan
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3. AttheRequest for Settlement screen, click on the desired trip appearing in the Trips Taken
box and then click on the Delete button. A pop-up appears asking if the entitlement should be
deleted.

uTS =

& Delete this Entitement?

4. Click onthe Yeshutton. After clicking the Y es button, the trip is no longer displayed in the
Trips Taken box.

5. Click on the Save button at the bottom of the Request for TDY Settlement screen to
complete the process.
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Supplemental Claims
Entering Supplemental TDY Claims

A Supplemental Claim must be processed when the original claim has been already been
processed and exported to the computation system (IATS) to be computed and disbursed. This
procedure is necessary when an error was made on the original settlement or information was
omitted. When a supplemental claim is processed, the total entitlement is recalculated. The
difference isthen either paid to or collected from the traveler.

(2 Complete the following steps to process a Supplemental TDY Claim -
Traveler View:

1. LogintoUTSasaTraveler or change the view to Traveler if necessary.

2. Atthe UTS Request Status screen, there are two ways to access the Request for TDY
Travel Settlement screen:

e Method 1: - Click on the Fill out button. A drop down menu appears listing a variety of travel
actions. Click on Request for 1351-2 Settlement and the Select Traveler Order screen

appears.
e Method 2: - Click on the File menu and then point on the Create option. A drop down menu

appears listing avariety of travel actions. Click on Request for 1351-2 Settlement and the
Select Travel Order screen appears.

Setect the Travel Onder bo wiich & settiemnent vwill be spplied by Raghliahting the Travel Order and depnessing The
SELECTED button. If the Trawel Order i3 nol Ebed, Fen depress this NEW bullon 10 crishe o necs o,
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3. At thisscreen point and click on the desired order displayed in the table and then click the
Create Settlement for Selected Order button.

4. After clicking the Create Settlement for Selected Order button or creating a new order, the

Request for TDY Settlement screen appears. Notice that Supplemental is now displayed at
the Type of Settlement field.
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5. Inthe Trips Taken section, ensure that the correct trip is highlighted, then click the
View/M odify button.

6. TheTrip screen appears displaying theitinerary originally entered.

7. Make any required changes to the various sections of the Trip screen.

8. When finished, save the claim and send it to the AO for approval.

2 Complete the following steps to process a Supplemental TDY Claim -
Proxy View

1. Loginto UTSasaProxy or change the view to Proxy if necessary.
2. Atthe UTS Request Status screen, there are two ways to access the Request for TDY

Travel Settlement screen:

e Method 1: - Click on the Fill out button. A drop down menu appears listing a variety of travel
actions. Click on Request for 1351-2 Settlement and the Select Traveler and Travel Order
screen appears.

e Method 2: - Click on the File menu and then point on the Create option. A drop down menu
appears listing avariety of travel actions. Click on Request for 1351-2 Settlement and the
Select Traveler and Travel Order screen appears.
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3. Atthisscreen, the Travelerstablelists al of the Travelers the Proxy can perform services
for. Click the desired Traveler's name and any travel authorizations or travel orders that
have already been created will appear in the Travel Orderstable.

4. Point and click on the desired order displayed in the Travel Orderstable and then click the
Create Settlement for Selected Order button.

5. After clicking the Create Settlement for Selected Order button or creating a new order, the
Request for TDY Settlement screen appears. Notice that Supplemental is now displayed at
the Type of Settlement field.

6. Inthe Trips Taken section, ensure that the correct trip is highlighted, then click the
View/M odify button.

7. TheTrip screen appears displaying theitinerary originally entered.

8. Make any required changes to the various sections of the Trip screen.

9. When finished, save the claim and send it to the Traveler or the AO for approval.

Entering Supplemental MILPCS Claims

A Supplemental Claim must be processed when the original claim has been already been
processed and exported to the computation system (IATS) to be computed and disbursed. This
procedure is necessary when an error was made on the original settlement or information was
omitted. When a supplemental claim is processed, the total entitlement is recalculated. The
difference isthen either paid to or collected from the traveler.

2 Complete the following steps to process a Supplemental MILPCS Claim -
Traveler View:

1. LogintoUTSasaTraveler or change the view to Traveler if necessary.

2. Atthe UTS Request Status screen, there are two ways to access the Request for MILPCS
Travel Settlement screen:
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e Method 1: - Click on the Fill out button. A drop down menu appears listing a variety of travel
actions. Click on Request for 1351-2 Settlement and the Select Traveler Order screen

appears.

e Method 2: - Click on the File menu and then point on the Create option. A drop down menu
appears listing a variety of travel actions. Click on Request for 1351-2 Settlement and the
Select Travel Order screen appears.
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3. At thisscreen point and click on the desired order displayed in the table and then click the
Create Settlement for Selected Order button.

4. After clicking the Create Settlement for Selected Order button or creating a new order, the
Request for MILPCS Settlement screen appears. Notice that Supplemental is now
displayed at the Type of Settlement field.
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5. Inthe Expenses Claimed section, ensure that the correct expense is highlighted, then click
the View/M odify button.

6. TheTrip or TLE/TLA Allowance screen appears, depending on the type of expenses
selected, and displaystheitinerary or expenses originally entered.
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7. Make any required changes to the selected expense.

8. When finished, save the claim and send it to the AO for approval.

(2 Complete the following steps to process a Supplemental MILPCS Claim -
Proxy View

1. Loginto UTSasaProxy or change the view to Proxy if necessary.

2. Atthe UTS Request Status screen, there are two ways to access the Request for MILPCS
Travel Settlement screen:

e Method 1: Click onthe Fill out button. A drop down menu appearslisting a variety of travel
actions. Click on Request for 1351-2 Settlement and the Select Traveler and Travel Order
screen appears.

e Method 2: Click on the File menu and then point on the Create option. A drop down menu
appears listing a variety of travel actions. Click on Request for 1351-2 Settlement and the
Select Traveler and Travel Order screen appears.

. Select Teavwelsr and Travel Duder
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3. Atthisscreen, the Travelerstablelists al of the Travelers the Proxy can perform services
for. Click the desired Traveler's name and any travel authorizations or travel orders that
have already been created will appear in the Travel Orderstable.

4. Point and click on the desired order displayed in the Travel Orderstable and then click the
Create Settlement for Selected Order button.

5. After clicking the Create Settlement for Selected Order button or creating a new order, the
Request for MILPCS Settlement screen appears. Notice that Supplemental is now
displayed at the Type of Settlement field.

6. Inthe Expenses Claimed section, ensure that the correct expense is highlighted, then click
the View/M odify button.

7. TheTripor TLE/TLA Allowance screen appears, depending on the type of expenses selcted,
and displaysthe itinerary or expenses originally entered.

8. Make any required changes to the selected expense.
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9. When finished, save the claim and send it to the Traveler or the AO for approval.
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Local 1164 Travel
About Local 1164 Travel

Local Travel occurs when atraveler performs temporary duty within the designated local travel
area of their official duty station. Local Travel isclaimed on Standard From 1164 and under
this circumstance, no per diem is payable. Typically, the traveler isreimbursed for local travel
expenses, such as, mileage, parking, tolls, fares, etc. Inaddition, some travelers may even be
authorized reimbursement for occasional meals and lodging.

Creating Local 1164 Travel Claim
The stepsinvolved in creating a L ocal 1164 Travel Claim depend on which of the following
View modesis used:
e Traveler
e Proxy
e Signature Proxy

Y Creating Local 1164 Travel Claim - Traveler View
1. LogintoUTSasaTraveler or change the View to Traveler if necessary.

2. Atthe UTS Request Status screen, there are two waysto accessthe Local Travel - 1164
screen:

e Method 1: - Click on the Fill out button. A drop down menu appears listing a variety of travel
actions. Click on Request for Local 1164 Settlement.

e Method 2: - Click on the File menu and then point at the Create option. A drop down menu
appears listing a variety of travel actions. Click on Request for Local 1164 Settlement.

3. After using one of these two methods, the L ocal Mileage Claim Rule screen appears. After
reviewing thisrule, click OK to continue.

uTs | x|

LOCAL MILEAGE CLAIM RLILE: 'When a pitvalel-owned corvepance (s used for hiawsl
! bestwsen s member’s residence, an officisl duby stslion, snd one o maee sliemstve duly
mteey vathin the local area, the beer shiall be pasid mibsage for the distance THAT
EXCEEDS the member's commuting detance.  Other necessany fravel costs associated
with the local bavel. such a3 fanes. tolls, parking. etc. . to the alemative site are allowabla,

& adhoized

4. After clicking on OK at the Loca Mileage Claim Rule screen, the Local Travel - 1164
screen appears.
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5. Makethe required input to complete this screen. Refer to the topic, “Entering L ocal 1164
Claim, listed below under the heading “ See Also for additional instructions.

(2 Creating Local 1164 Travel Claim - Proxy View
1. Loginto UTSasaProxy or change the View to Proxy if necessary.
2. Atthe UTS Request Status screen, there are two waysto accessthe Local Travel - 1164

screen:

e Method 1: - Click on the Fill out button. A drop down menu appears listing a variety of travel
actions. Click on Request for Local 1164 Settlement.

e Method 2; - Click on the File menu and then point at the Create option. A drop down menu
appears listing a variety of travel actions. Click on Local 1164.

3. After using one of these two methods, the Select Traveler screen appears.

4. Atthisscreen, point and click on the desired traveler’s name to make a selection, then click
the Create Local 1164 for Selected Traveler button.

5. After clicking onthe Create Local 1164 for Selected Traveler button, the Local Mileage
Claim Rule screen appears. After reviewing thisrule, click on OK to continue.

6. After clickingon OK at the Local Mileage Claim Rule screen, the Local Travel - 1164
Screen appears.

7. Makethe required input to complete this screen. Refer to the topic, “Entering L ocal 1164
Claim, listed below under the heading “ See Also for additional instructions.

See Also
Entering Local 1164 Claim
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Entering Local 1164 Claim

(2 Complete the Local Travel - 1164 screen by entering the required
information at each input field. Press Tab, Enter, or point and click to
advance through the various fields.

TOMD | Tz of Clsin FIM:-L et of FPagrent ﬁI:E CTOEROSIT
Furds Used W

e TONO - Typethetravel order number for the Local 1164 claim being created.

e Typeof Claim - At thisfield, adrop down listing appears displaying Final or Supplemental.
If entering this claim for the first time, click on Final. If this claim has been entered previoudly,
but is being submitted for re-computation, click on Supplemental.

e Method of Payment - At thisfield, adrop down listing appears displaying Check and Dir ect
Deposit. The default value is Direct Deposit. If thisisthe correct method of payment, press
Enter to continue. If not, click on Check.

e FundsUsed - At thisfield, adrop down listing appears displaying various funding
organizations. Point and click on the desired organization to make a selection.

Local Espenaes
[T T Type OF Expenss [Clmed_[Locaion |
|10/ 04/1559 [FARE OR TOLL a8
[ 1074,1555 [WIlERGE o

ML -
PHOMESTELEGRAFH |

MOAMHEAL - Bisskfast —
[Dimlste £ wpnf WODMMERL - Lunch ;lutnmEm

o Date - At thisfield, type the date of the first expense being requested for the period of the
claim.

o Typeof Expense - At thisfield, adrop down listing appears displaying a variety of the typical
expenses associated with Local Travel claims. Point and click on the desired expense type or
type adescription if the expense being claimed is not listed.

o Amount/Miles Claimed - At thisfield, enter the dollar amount being claimed for the selected
expense or the number of milesif the expense typeis Mileage.

When finished entering expenses, complete this screen by adding the accounting appropriation
and any desired remarks.

See Also
Inserting Expense
Deleting Expense
Entering Accounting
Entering Remarks
Canceling Local 1164 Claim
Saving Local 1164 Claim
Releasing Local 1164 Claim
Printing Local 1164 Claim
Deleting Local 1164 Claim
Viewing Local 1164 Claim
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Modifying Local 1164 Claim

Canceling Local 1164 Claim

If theinitial input or current changes to an 1164 claim have not been saved, there are two waysto
cancel aL ocal 1164 Claim or the changes being made:

1. Click the Cancel button at the bottom of the Local Travel - 1164 screen.

2. Click on the File menu at the top of the Local Travel - 1164 screen, then click on the Cancel
all Changes and Return option.

iw, Local Travel - 1164

Wiew Other Info Help

Save all Changes and Return
Delete thiz Local Travel Record

Cancel all Changes and Feturmn

Note: If the Request for Local 1164 Settlement has been saved previously, the Delete option must
be used to completely remove the request.

See Also
Deleting Local 1164 Claim

Saving Local 1164 Claim

After completing the required input at the L ocal Travel - 1164 screen, there are two waysto save
alLocal 1164 Claim.

1. Click the Save button at the bottom of the Local Travel - 1164 screen.

2. Click on the File menu at the top of the Local Travel - 1164 screen, then click on the Save
all Changes and Return option:

iw, Local Travel - 1164

Wigw Other Info Help

Save all Changes and Retumn

D
£

elete thiz Local Travel Record

ancel all Changes and Feturn

3.  UTSwill savethe claim and return the user to the UT S Request Status screen.
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Releasing Local 1164 Claim

Local 1164 Claims can bereleased by either the Traveler or the Signature Proxy. In addition,
there are two methods that can be used.

) Use one of the following methods to Release a Local 1164 Claim:

e Method 1: - Click the Send to AO button at the bottom of the Local Travel - 1164 screen.

e Method 2: - Point and click on the desired L ocal 1164 Claim listed at the UTS Request
Status screen, then click the Send to Auth button.

1. After using one of the (2) Release options, the Select Authorizing Official screen appears
requiring the user to select an AO.

. Sabict Aufthodizing (ihcial

St |D5.LIFEIF MIAINSTITUTE OF TECHROLDGY

Charge Sie

tutwizng el [ENNNERES E

2. Atthe Select Authorizing Official screen, the name of the traveler’s unit will be displayed at
the Site field and the designated Authorizing Officials are listed below. If the correct AO is
listed click on the desired name, then click on the Transmit to AO button. The user can also
click on the Change Site button to select a different unit and see alist of Authorizing
Officials for the newly selected unit, if necessary.

3. After selecting an AO, a pop-up appears requiring the entry of a Confir mation Password.
Thisisthe Secondary Password that was created when the user’s Personal Profile was
created.

4. After entering the confirmation password, UTS forwar ds the transaction to the AO and
displaysthe UTS Request Status screen..
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Printing Local 1164 Claim

2 Complete the following steps to print a Local 1164 Claim:

1. Click the Print button at the bottom of the Local Travel 1164 screen.

Fbe W Oihat o Help

j BLOWE, JOE

TOHD |1 OO0 Tops o Dlaarn FIAL Madhod of Paymant FIRE:'I:IEP'I:ISI'
Franes Llgesi EI:I:.E.'I:.I_I(.FI:I

U | m30es207 |HILEAGE

Dielele frperan Inzeit new Expenes

Mocounting Clazulicalion

2. After the Print button isclicked, the Print Setup scren appears. Verify that the PCis
configured for the correct printer or make any necessary changes. When satisfied that the
correct printer information is displayed, click the OK button.

Frint Setup

~ Prinkes
Stabus:  Feady
Type  HPLaserlet5
Whene:  LPT1:
Comment:

'Pm‘l' Orientation
Sger  |Letier | n, Peetrai
Souce  [Automaticaly Select | ™ Landscape
Histgiork... [ ok ]| concel |

3.  UTSbegins printing the 1164 form and displays a pop-up indicating that the form has been
printed.

uTs

"Local Travel" farm printed.

4. Click the OK button to continue.
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Deleting Local 1164 Claim

There are several waysto delete aL ocal 1164 Claim. The method to use, however, depends on
which input screen is currently displayed.

(2 Complete the following steps to delete a Local 1164 Claim:

= UTS Aeguest Stabus

Sencl b0 Awthorizing Dlificial
Egt

11104010000 |Satteret AR 938 | 10,0419 | Local 1164
11 L5001 -I0n000 [Seiderreni (2120 %8 [N 71583 [ TOVY

|Erimasd

.
S

1. Loginto UTS. Afterwards, change the view to Traveler or Proxy, if necessary.

BN I S

2. Atthe UTS Request Status screen, there are three methods for deleting a Local 1164 claim:

e Method 1: - Point and click on the desired Local 1164 claim listed in the Claims List. After
selecting aclaim, click the File menu and then select the Delete option. A pop-up appears
asking if you are sure you wish to delete thisclaim. Click on Yes.

e Method 2: - Point and click on the desired Local 1164 claim listed inthe Claims List. After
selecting aclaim, click the Delete button. A pop-up appears asking if you are sure you wish to
deletethisclaim. Click on Yes.

e Method 3: - Point and click on the desired Local 1164 claim listed in the Claims List. After
selecting aclaim, click the Modify or View button. After clicking the Modify or View button,
the Local Mileage Claim Rule screen appears.

! LOCAL MILEAGE CLAIM RUILE: 'wher & piival e used for liawsl

I\ b e e b o e S e
mtes within the local area, the member shall be paid mileage for the dskance THAT
EXCEEDS the membes's commuting detance  Other necesiany ravel costs associabed

with the local Mavel. such as fares. tolls. padking. ehc.. o the akemative site ane alowabils.

After reviewing thisrule, click on OK to continue and the Local Travel - 1164 screen appears.
At this screen, click the Delete button. A pop-up appears stating Deleting this Request? Click
onYes
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Viewing Local 1164 Claim

On occasion, it may be necessary to View a L ocal 1164 Claim that has been created and saved.

@ Use one of the following methods to View a Local 1164 Claim:
1. LogintoUTS.

2. Atthe UTS Request Status, or UTS Requests Requiring Action screen, there are two
methods for viewing the Local Travel - 1164 screen:

e Method 1: - Point and click on the desired Local 1164 Claim listed inthe Claims List. After
selecting aclaim, click the File menu and then select the M odify or View option.

= UTS Regueest Stalus

o Bl Sebview Jooks Help

TRAVELER
mmmmmm
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e Method 2: - Point and click on the desired Local 1164 Claim listed in the Claim List. After
selecting aclaim, click the Modify or View button.

3. After using either of the two methods, the L ocal Mileage Claim Rule screen appears.

! LOCAL MILEAGE CLAIM RUILE: 'wher & piival e used for liawsl

g} e e e, 2 il LAy o e o 2 o v
mites within the: local area, the member shall be peid milsage for the distance THAT
EXCEEDS the membes's commuting detance  Other necesiany ravel costs associabed
with the local Mavel. such as fares. tolls. padking. ehc.. o the akemative site ane alowabils.

4. After reviewing thisrule, click on OK and the Local Travel - 1164 screen appears.

5. When finished Viewing the claim, click the Save button, the Cancel button, or the X in the
top right hand corner of the Local Travel - 1164 screen, and answer Y es at the Cancel this
SCreen pop-up.
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Modifying Local 1164 Claim

On occasion, it may be necessary to M odify aL ocal 1164 Claim that has been created and saved.

@ Use one of the following methods to Modify a Local 1164 Claim:

1.
2.

Loginto UTS.

At the UTS Request Status, or UTS Requests Requiring Action screen, there are two
methods for viewing the Local Travel - 1164 screen:

Method 1: - Point and click onthe desired Local 1164 Claim listed in the Claims List. After
selecting aclaim, click the File menu and then select the M odify or View option.

= UTS Regueest Stalus

o Bl Sebview Jooks Help

TRAVELER

mmmmmm

11-1 D 00000 ISeHm-.e.-.l [ 1004000 9508 I].-'LIEJIM L:H:HHEJ- SLLEW JAHESE A.y.u,
1105001000000 |Gettbren |mnznas [oanzn s [Ty |

Method 2: - Point and click on the desired Local 1164 Claim listed inthe Claims List. After
selecting aclaim, click the Modify or View button.

3. After clicking on the Modify or View button, the L ocal Mileage Claim Rule screen appears.

! E LOCAL MILEASE CLAIM RULE: ‘wher & pitvalek-omned corespance fs used o havel
.-"'! bt & ke

member's residance, o olficial duby stalion, snd one o moee
mtes within the local area, the member shall be paid mileage for the dskance THAT
EACEEDS the member’s commuting detance. Dther necessan ravel costs associaled
with the local Mavel. such as fares. tolls. padking. ehc.. o the akemative site ane alowabils.

4. After reviewing thisrule, click on OK to continue and the Local Travel - 1164 screen
appesars.

5. AttheLocal Travel - 1164 screen, press Enter or Tab to advance through the input fields, or
point to the desired field and click the left mouse button. Type the required change or select
anew option as needed.

6. After making the desired changes, click the Save button.

See Also

Inserting Expense
Deleting Expense

Entering Accounting

Entering Remarks
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UTS-Email
About UTS-Email

A new feature has been added to UTS that allowsa Traveler, Proxy or AO to send an E-mail
message to each other to notify the recipient that a Request for Authorization, Settlement, or
Advance was forwarded. When this new feature is used, UTS automatically generates an E-mail

message containing information pertaining to the Traveler’s D, Travel Order Number and the
Trip Dates.

In addition, the user may also include a Per sonal Email M essage if additional information is

needed. UTS automatically appends this message to the system-generated message when a
Request for Authorization, Settlement, or Advance is forwarded.

™ Mezsagqe hom UTS - Mesxzage |Plaim T est]

Ble Edt Wew [rest Fomst Took Acbors bep
fogepy | foRenvtos) | W Forperd (&5 0 ¢ D5 X &= 8 B,

From: [iarvm Farris [darvefar mfimmndspong, com] Sant: Wed AIEN2 345 PH
Tor darweFarrisEBmindsgring. com
!
Subrect:  Massags from UTS
The fallowing traelladvance ceqipest 18 awaiting authorizations _T__l
Traveler ID: ZZIZILZIZ
T 1 1000000000000
Dates of Travel: 05705 2002 - 0570642002
Let s ety this again
[ |
See Also

Set-up Email Address
Create Personal Message
Sending Email

Set-up Email Address

In order to use the UTS feature to receive an Email message, an Email addr ess must be entered
into the Additional I nfor mation section of the Personal Profile.

Note: Thistask can be performed by a user in the Traveler view mode only.
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(2 Complete the following steps to enter an Email address:

1. LogintoUTSasaTraveler or change the view to Traveler if necessary.

2. Atthe UTS Request Status screen, click on the Profile menu.

=4 UTS Request Status

File Setview Took H

[Ereate & liew Erafile
‘ Madify ar Wiew Prafile

At the Profile drop down menu, click on the M odify or View Profile option.

At the Personal Profile screen, click on the Security button. The Security Infor mation
screen appears.

At the Personal Profile screen, click on the Security button. The Security Infor mation
screen appears.

At the Security Infor mation screen, click in the Office Email Addressfield in the
Additional Information section.

Additional Information

Dietauk Authorizing Offices [THORTOM, BILLY

Signah.re Prcoy [

Oihice Email Addiess Imdm-ﬁa-w;mhgm

Home Email &ddiess |

7. Typethetraveler's Office Email Addressin thisfield.

8. After completing the Office Email Addressfield, click the Previous Screen button.

9. AtthePersonal Profile screen, click the Save button to save the Email address entries.

Create Personal Message

A new feature has been added to UTS that allowsa Traveler, Proxy or AO to send an E-mail
message to each other to notify the recipient that a Request for Authorization, Settlement, or
Advance was forwarded. When this new feature is used, UTS automatically generates an E-mail
message containing information pertaining to the Traveler’s D, Travel Order Number and the
Trip Dates.

In addition, the user may also include a Per sonal Email M essage if additional information is
needed.

@ Use one of the following methods to send a Personal message:

Method 1: - Point and click on the Tools menu, if displayed, and then select the Create an
Email M essage option.

Method 2: - Point and click on the Envelope icon located at the top of the UT S Request
Status or UTS Request Requiring Action screen just below the menu bar.

1. After using method 1 or 2 above, the Email M essage screen appears.
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2. Atthisscreen, type the desired Personal Email message. UTS will add the text entered to the
system-generated Email message when a Request for Authorization, Settlement, or
Advance is forwarded.

3. After typing a Personal message, click the Return button to return to the previous screen.

Sending Email

If an Email address has been set-up for the intended recipient in the UTS database, UTS
automatically creates and sends the Email message at the time the Request for Authorization,
Settlement, or Advanceisforwarded. No additional action is necessary.

See Also

About UTS Email

Set-up Email Address

Create Personal Message
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